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TO ¢ Manapement Officer DATE: 21 August 1950
FROM : Dudgelt Officer

SUBJECT: Centyral Intelligence Agency Regulation Humber ., dated 1 MNovember 25X1A
1950

1. Reference is made to your memorandum of 1l fupust 1950
to the Chief, Iiscal Division, and & copy of the draft of Agency
legulation Number Jwhich was provided the Budget Staff for in- 25X1A
fomation and review.

2, Various items in the draft have been discussed with the
Chief and Assistant Chief, T'iscal Division, Adminilstrative Stalf,
and it is not considered necessury for this oltice Lo comment in
detail on the various items which may be involved since the Chief,
Iisgal Division, will present his suggestions alt an early date. It
is desired, however, to briefly comment on two portions of the
proposed regulation.

3. In view of the experience which has been gained since the
original issuance of the requirements set forth in Section F
(Allotments) on page 27 of the regulation, and inasmuch as satis-
factory information is now currently aveilable to both the Dudget
Staff and the I'iscal Division, it is suggested that this section

. be eliminazted. On the basis of procedures no specific requirements
7 with respect to allotments and obligations information need be set
forth in an instruction.

L. Bection V, on page 28 of the proposed regulation, pertains
to the use of confidential funds by Lhe Contact Division. This is
~the type of regulation and/or instruction which is not normally

e furnished to individuals other than those who have an actual
necessity for their use in day to day activities. If Section V is
\“ included in the Regulation, it would be necessary that it be
I “‘'presented to the General Accounting Office Site Auditors and obther
y individuals throughout the Agency who have no actual need for the
. instruction contained therein and the disseminztion of the inrorma-—
\*‘ 0 tion would cause certain administrative and operational difficulties.
o ‘ J It, Lherefore, does not appear advisable that Section V be included
\i‘?" as part of the Regulation Mumber to the extent that it would be 25X1A
\:‘Q‘ given the same distribution as a matter of normal action on the part
of various Staffs and administrative offices,

5. If it is considered necessary to hold a discussion on

certain portions of the proposed regulation, a representative of
this office would be pleased to atbend.

E. R. SAUMDERS %q')

RESTRICTED W
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1 Narch 1950

Porgonnoel Director
Hanagament OffMoar

Chief, Special .upport Staflf
Chief, Administrative staff
Ganoral Counsel

HOERANDUR #ORs  Budget Off'icer /

SUDNT ¢ Accemmodations for dependente in cormsobion with
trovel on Peymmnent Change of Statfon or Home Tepavn
Ordors

REMRFNCE 3 2. lewmo from Txecubive addressed to Budgot Officar,
Yorgomnel Officar, end Sewvigsa Officer, subjects
Paymont of Travel panses, dated 3 August 1949

le Referonce *a" lg rascinded,

2e  Tho intent of the rescdnded policy of 3 Muguet A9h9 wes to
provide for the travol of dependsnts with the employen concorned in the
sane or adjacent accoumodations wheu both the employes and his dependenta
were authorisod to travel together. b wss not intended to authorize an
sloction by the employes that his fomdly could travel by othar then the
shortesat usually travelod roube when adcdtional sxponge o the Governmont
would be occasioned therasty,

3¢ In oxdor to clorify this situation, o restatoment of volicy f\‘ \
18 given bolows ' \t b4
- ) ,Ullk
A N\ "It is the policy of this Agenuy that whers payment, of Ve
%{A travel exponses of dependents of aaployees in commootion with

pormenient ahinge of etation or home leave i authorized and “
such dependents travel with tho atployes by the mest oconomical AN
usually traveled route, full reimbursement will ba fmads from

official funds for accammodations which will enable the employes -
and his dependents to bn together provided accommodations furnighe N
ed are the lowest first cless facilities availahble on the means of "
transportation usade P

i_a-\) "In thoge osses where dependants accampany an employes on
) other than the most econcmical usually traveled route, the
differanco in cost of transportation smat be borne ' Ly the

employes,"
FOR THE DIRAOTCR OF CHHTRAL INTSLIIGWHCE:
“5IGNED™
NOT®E TO MANAGTMENT OFFICER: Ir;gorporg{g hed _
;J' i tions when published.
new olicy in new regulatio p ki va
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Management Officer {»' .
Chief, Special Support Staff

Chief, Administrative Staff W‘ EV’M w,»f’ ‘__.,v\' Vit
\. Y/

MEMORANDUM FOR: Budget 0fficer
Personnel Director

Gteneral Counsel ”ﬁpyx‘ﬂ
SUBJECT: Accommodations for dependents in connection with
travel on Permanent Change of Station or Home Leave

Orders
REFERENCE: 4. Memo from Executive addressed to Budget Officer, Personnel
Officer, and Services Officer, subject: Payment of Travel
Expenses, dated 3 August 19L49.
1. Reference "A" is rescinded.
2. The intent of the rescinded policy of 3 August 1949 was to provide
for the travel of dependents with the employee concerned in the same or
adjacent accommodations when both the employee and his dependents were
authorized to travel together. It was not intended to authorize an
election by the employee that his family could travel by other than the
shortest usually traveled route when additional expense to the Government
would be occasioned thereby.
3. 1In order to clarify this situation, a restatement of policy is
given below:
"It is the policy of this Agency that where payment of travel
in connection with permanent
expenses of dependents of employees (Bo-points-outside-the-continemntad
change of station or
Paited-States-and- return-or-froma-point-ubroad-to-the-tnited-States
and—re%urn—in—eenneciden-witﬁ]home'1eave is authorized and such
dependents travel with the employee by the most economical usually 7
j traveled route, full reimbursement will be made from official fundséé}v
- deesviredelisay wwheel W,,A/;” g dly Abe2e el auu:.a«vl é@w‘&«w Lo g rfajflx’« ANt 1
provided accommodations furnished are the lowest first class facilities :g@ ‘

available on the means of transportation used.

Approved I;'dr Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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" In those cases where dependents accompany &n- employee on other
than the most economical usually traveled route, the difference in

cost of transportution must be borne by the employee."

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

C. Lo W

CONCURRED IN:

l

25X1A

/75

/7"
- W . éo 5 Foar W { ,(,a:fZ//g/

Ater ad /;f%f P
i e’ w’y«@mfé’ﬁ;w EIP7

M/ﬂ/ /Wf/ﬁ"’/
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MEMORANDUM FOR: Budget Officer
Personnel Director
Management Officer
Chief, Special Support Starf
Chief, Administrative Staff
General Counsel

SUBJECT: Acconmodations for dependents in connection with
travel on Pemnanent Change of Station orders

REFERENCE: = a. Memo from Edecutive addressed to’ Budget Officer, Personnel
Officer, and Services Officer, subject: Payment of Travel
Expenses, dated 3 August 1949

1. Reference "a" is rescinded.

2o The intent of the rescinded policy of 3 Aupgust 1949 was to provide
for the travel of dependents with the employee concerned in the same or
adjacent accommodations when both the employee and his dependents were
authorized to travel together. It was not intended to authorize an
election by the employee that his family could travel by other than the
shortest usually traveled route when additional expense to the Govermment
would be occasioned thereby.

3. In order to clarify this situation, a restatement of policy is
given below:

"It is the policy of this Agency that where payment of travel
expenses of dependents of employees to points outside the continental
United States and retum. is authorized and such dependents travel
with the employee by the shortest ﬁsually traveled route, reimburse~
ment will be made from official funds(for; accommodations ;vvhich will
enable the employee and his dependents to be together) provided sﬁéh
accommodations are the lowest first class facilities a\}ailable on

the means of transportation used.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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"The policy relative to accommodations stated above will also
be effective in thogse cases where dependents accompany an employee
on transportation other than the shortest usually traveled route
and the difference in cost of transportation as distinpguished from
the cost of accommodations is borne by the employee.™

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

C. L. W.

Approved For Release 2001[09/03 : CIA-RDP81-00728R000100130010-9
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3 August 1949

MEMORANDUM TFOR:  Budget @fficer
Porgennel ©fficer
Services Officer

SUBJLCT: Payment of Travel Expenses
1. It is the policy of this Agency that wherz payment

of travel expenses of dependents of employees to points outside
the continentsl United States and veturn is asuthorized, such

dependents may, if the employee so elects, travel with the employee,

provided that the facilities used by the employvee and dependents
are the lowest first class facilities aveilsble on the means of
transportation used.

Executive

e o R T

’ App‘rove,d For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9

25X1A

25X1A




\n,-llD FORM NO, 04
'

Oﬁic

TO ¢
FROM

SUBJECT:

Apprgved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9

67%01"4%627%% * UNITED STATES GOVERNMENT

Executive DATE: 20 February 1950

Budget Officer

Revision of the Policy Statement of 3 August 1949 Pertaining to
the Furnishing of Travel Accommodations to Dependents

1l. The proposed revision forwarded from your office on

1l February 1950 has been redrafted in coordination with officials
of the Administrative Staff and the Special Support Staff.  The
redraft which has been concurred in by appropriate representatives
of the two staffs was composed with terminology to provide for
home leave travel of dependents as well as all permuanent change of
station travel of dependents. It will also be noted that a slight
rewording has been effected in paragraph % to provide for termlnology

reading substantially as that set forth in paragraph 9 of the
Stundardized Government Travel Regulations,

2. The redraft showing evidence of the required concurrences
and the papers forwarded from your office with your instructions
of 14 Tebruary 1950 are attached.

25X1A

E. R. SAUNDERS

Attachments

Apbroved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9-
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O]ﬁce Memomndz;m e UNITED STATES GOVERNMENT

TO ¢ Advisor for Management . DATE: 11 December 1950
FROM : Comptroller

SUBJECT: Proposed Amendment to Administrative Instruction — dated 25X1A

30 January 1950

1. It is recommended that Administrative Instruchtion - 25X1A

subject = "Payment of Premiums or Cost of Surety Bonds", dated

30 January 1950, be amended to agree with present organizational
structure and Delegation of Authority signed by the Director under
date of 1 December 1950.

2. This can be accomplished by deleting the following words in
paragraph 3 of this Instruction:

"The Chief, Administrative Staff, and the Chief, Special
Support Staff, are ......"

and inserting:

"'he Comptroller or Deputy Comptroller is .....M

MI E. R. SAUNDERS
s

-

| s
25X1A j//;j‘/:‘::

-

CONFIDENTIAL
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ROUTING AND RECORD SHEET Y

(check mark insufficient) before further routing,

INSTRUCTIONS,~Ofiicer designations should be used in the 10" column,
neross sheet and ench comment numbered to correspond with the number in the “TO” eolumn. Each officer should initial
This Record and Routing Sheet should be returncd t6 Registry,

Under each comment a line should be drawn

FROM: NO,
Director of Training AT
27 August 1952
T0— RooM DATE QFFicEns J COMMENTS

RECEIVED FORWARDED

| 25X1A ve. [

1511 huG,
ISILII 28 1952

29 (1

2
o iy
’ \

5

3 X Y o 40,

(2)(3) (Y +(5)

Co-ssntat ¥

N

———
2 to 1: )

/¢ &gt

28 7] 45

4RSI

Concur, suggesting that con-
sideration be given (before a regula-

,}()’ .
0CT

=

tion is published) to allowing over-
time pay and/or compensatory leave
for time which the employee in train-

ing is required by his supervisor to
Spend at his desk in continuing
regular duties when such time (after

being added to hours in training) is
in excess of the regular LO hours.

e i 88 51~9
(s 919

\\\' |

3 to 1:
o Concur with the Staff Study as
amnended , ng a studen
0 POR THE C/POS:
12 ! Chi SUTatlion
- T e PR
13. - Py W’b(
2 4/ e
Coow i, oo ARG v u.uz,u&gk
= oTs
w206 (1r S ‘ / S
FREE RESTRICTED
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27 August 1952

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT ¢ Determination of Work Week Applicable to Personnol
Assigned to Certain Training Facilities and/or
Courses.

REFERENCE : (a) Memorandum Staff Study 30 July 1952, same
subject.
(b) Memorandum 21 August 1952 from SA/DD(A) to
D/TR, same subject.

1. In order that proposed policy be clearly applicable to
those receiving training and not applicable to those conducting
training, it is recommended that sub-paragraphs (a), (b) and (c),
paragraph 5, reference (a), be amended by inserting bracketed words
as follows:

(a) hours spent /as a student/ in Agency-sponsored
training activities shall be considered as
working hours in determining whether an employee
has worked the official work week of forty hours
but may not be considered as working hours for
purposes of overtime pay and/or compensatory leave.

(b) hours spent /as a student/in Agency-sponsored
training activities may not be considered as work-
ing hours for purposes of night differential.

(¢) employees participating full time /as students/ in
training activities sponsored by, but not controlled
by, the Agency and who have been relieved of normal
duties for that purpose, shall comply with the ap-
plicable academic calendar and the laws of the
Jjurisdiction in which located insofar as Holidays
are concerned and in lieu of Legal Holidays otherwise
applicable to employees.

25X1A

X MATTHEW BAIRD
Director of Training

Attachments:
Reference (a) and (b)

25X1A
Concurrence: ‘ i

'W DD/P
GONFIDENTIAL

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9




ity T

Appr:c')ved For Release 20011(@@“}¢Wﬂﬂ2728R0001 0013001 O-QAR-D-20338.
. ' Su'cuu‘!y Information aeel 22717

in// L 2

21 Auvgust 1952

MEMORANDUM FOR: Director of Treining

SUBJECT : Determination of Work Week Applicable o Personnel
Assigned to Certain Training Facilities and/or Courses

1. Attached are your memorsndum deted 30 July on the same subject
and a memorandum to the Office of Training from the General Counsel
dated 1 August, which Mr.JJJEE sent to me for my information. Please o5x1A
note Mr. I comments on the routing sheet of your memorandum. T 25X1A
have discussed this briefly with him by phone, and he feels that he
could not concur in your recommendations asg presently made. He feels
the recommended policy, though providing for exemption, is so worded as
to be all-inclusive and would, therefore, create some serious morale
Problems with certain categories of individuals.

2. Colonel Vhite was not » and I am not, sure that your recommendstions ‘
do not cover the situation adequately. However, in view of Mr. 25X1A
comients, it is suggested that you or someone from your Office discuss
with him those types of cases he has in mind. If uvpon this review you feel
that your present recommendations are still adequate, please return them
with appropriate comments. If you feel revision is in order » 1t may be
possible to have Mr. concurrence on the paper when you return 25X1A
it to us.

25X1A
Special Assistant to
Deputy Director
(Administration)
2 Att
Att 1 - Memo to ADD/A from D/TR,
30 Jul 52, same subject
Att 2 - Memo to D/TR from Gen Coun,
1 Aug 52, same subject ‘ \0&%
qﬁﬁ:(ﬂ )
N 0]
~ CONFIDENTIAL ®

Security Information ) ;
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30 July 1952
MBEMORANTUM T'OR:  As.istant Deputy Director (Administration)
FROM Director of Training
SUBJLCT : Determination of Work Week Applicable to Personnel
Assigned to Certain Training Facilities and/or Courses.
l. PROBLEM,

2.

To state Agency policy with regard to (a) Overtime
Compensation, (b) Compensatory Leave, (c) Holiday Pay, and
(d) Wipght Differential as applicable to employees participating
in Agency-sponsored training activitiess

ASSUMPTIONS.

(a) That even though Agency-sponsored training programs
are authorized and conducted for the benefit of the Agency, the
participating individual employee derives substantial personal
benefits in return for which he should be exnected to spend
whatever time is required to complete the course of study with i
maximum attainmentc,

(b)  That (L) applicable general statutes are permissive
rather than mandatory, or, (2) +that CIA is exempt from the pro-
visions of such general statutes by virtue of the several organic
acts applicable to it. (See Attachment A)

FACTS BEARING ON TIE. PROBLEM.

A, Employees are now participating in courses at various
public and private institutions, both foreign and domestic, in
addition vo those conducted by the Agency at its own facilities.,

Some of the courses require full-time participation
by employees with the result that the individuals are relieved
of all normal duties and responsibilities during the period of
training.

Other courses require less than full- time participation
and are undertaken partly during and partly outside official
working hours or entirely in addition to normal duties and out-
side official working hours. :

R, Some Offices have requested overtime compensation for ‘ !

employees for hours spent in training in addition to normal
duties and outside official working hours.

CONFIDENTIAL

SLGURIY IAFURMATION

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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C. One Office customarily authorizes overtime compensation
for those of its employees who are students in a TR(S) course
which repularly involves Fficld problems extending beyond the
normal official work day and work week.

D. Current Apency policy is silent as to Lhe problem here
presented. See CIA Regulation 25X1A

DISCUSSION.

Training is provided to satisfy a wide variety of Agency
requirements and can only be available under a wide variety of
conditions and circumstances. Thus, courses now conducted by
the Agency at its own facilities or under its immediate control
range from one half of a normal work day ~- in the case of the
Indoctrination Course ;iven new employees -~ to four weeks, of
which two are spent in a twenty-four hour a day, seven days a
week "field" problem, in the case ol the Survival Course.

Similarly, training sponsored by the Agency and con-
ducted by public or private institutions is subject to infinite
variety as to hours of attendance required, hours of study and
research required, etec. Thus, as a practical matter, it is
almost impossible to so administer the variables as to achieve
an exact forty-hour weeck made up of proportions of class time
and study and suitable to +he particular requirements of indi-
vidual students. If overtime compensation should be encouraged,
it would enrich the laggard but would be of little or no advantage
to his more able fellow employee.

CONCLUSIONS.

Consistent with the objectives of simplicity, efficiency,
and equality of administration, Agency policy should be that
o Tl Al

(a) hours spent’in Agency-sponsored training activities
shall be considered as working hours in determining whether an
emvloyee has worked the official work week of forty hours but
may not be considered as working hours for purposes of overtime
pay and/or compensatory leave.

e

(b) hours spent™in Agency-~sponsored training activities
may not be considered as working hours for purposes of night
differential,

0, kit

(c) employees participating full time®in training
activities sponsored by, but not controlled by, the &gency and
who have been relieved of normal duties for that purpose, shall

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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comply with the applicable academic calendar and the lawn of
the jurisdiction in which Ioratcd insofar as yﬁLinayq are con-
cerned and in lieu of, Kegal HOLLAnw obherwise applicable to

employeas.

(d) requests for cxception to theze policies will be

i forwarded through normal channels to the Director of Training
f’( {"} for recommendation and concurrence and to the Deputy Director
(Administration) for approval,

6. ACIION PRCUMMENDED.

It is recommended that rolicies proposed in Paragraph §
be adopted and that such policies be incorvorated into the CIA
Regulations.

Attachment A
25X1A

Concurrence:

ACTION BY AIPROVING AUTHORITY:

Approved (disapproved), exceptions, if any.

L. K. WHITE
Assistant Deputy Director
(Administration)

Approved FOI(' Re‘lease.‘2001/09/03 : CIA-RDP81-00728R000100130010-9°
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General Counsel . 1 July 1952
Office of Training

Determination of Work Week Applicable to Persomnnel Assigned to
Certain Training Facilities and/or Courses

piscussion Mr. || G - 1952 25X1A

1. As you know, training activities of the Agency during the
past year have increased in both scope and variety of facilities
available. Tmployees are now participating in.courses at various
public and private institutions, both foreign and domestic,

2. Some of the courses require full-time participation by

- employees with the resVlt that the individuals are relieved of all

normal duties and responsibilities during the period of training.
Other courses require less than full-time participation and are
undertaken partly during normal official working hours and partly
outside official working hours or entirely in addition to normal
duties and outside official working hours.

3. With regard to the latter categories, i.e., those courses
which involve hours in excess of the work day and work week, there
has been raised the quastion as to whether the overtime hours should
be compensated at overtime rates. There is the further question of
whether night differential is appropriate.

L. With regard to the former categories, i.e., those courses
which require that no time be spent on normal duties and responsi-
bilities of the employee's job, there are the inherent questions of
(a) overtime rates for hours in excess of the normal work week or
on Saturdays, (b) overtime rates for activity required and performed
on Holidays not recognized by the institution to which assigned or
by the jurisdiction in wheih located, and (¢) whether to charge
annual leave for days on which no activity is required because of
local holiday not proclaimed as a Federal holiday or because of
academic holiday.

5. Current Agency policy is silent as to these matters. See

CIA Regulaticn -

Attachment A

ia
1o
1o
1+
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6. It is proposed that these questions be resolved by policy
and appropriate Agency regulation providing that (a) hours spent
in Agency-sponsored training sctivities shall be considered as
working hours in determining whether an employee hes worked the
official work week of forty hours, but may not be considered as
working hours for purposes of overtime pay and/or compensatory
leave, (b) hours spent in Agency-sponsored training activities may
not be considered as working hours for purposes of night difteren-
tial, and (c) employees participating full time in Agency-sponsored
training activities and who have been relieved of normal duties for
that purpose shall comply with the academic calendar and the laws
of the jurisdiction in which located insofar as Hnlidays are con-
cerned and in lieu of Legal Holidays otherwise applicable to employees.

7. These policies may be adopted if it is determined that
(a) applicable general laws are permissive rather than mendatory,
or (b) that CIA is exempt from the provisions of such general laws
by virtue of the several organic acts applicable to it

8. Your legal opinion with regard to (a) and (b) of the
above paragraph is requested as soon as possible, since, in the
absence of general policy, questions of overtime pay for time
spent in Agency-sponsored training activities are not resolved
uniformly by the several Offices.

FOR THE DIRECTOR OF TRAINING:

s/

25X1A

Assistant

{e]}
1o
I
I
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‘ 27 August 1952

MEMORANDUY FOR:  Deputy Director (Administration)

SUBJECT + Determination of Work leek Applicable to Personnel
Assigned to Certain Training Facilities and/or
Courses,
REFERINCE ¢ (a) Memorandum Staff Situdy 30 July 1952, ssme
subject.

(b) ilemorandum 21 August 1952 from SA/DD(A) to
/TR, same subject.

1. In omxder that proposed policy be clearly applicable to
those receiving training and not applicable to those conducting
training, it is recommended that subeparagraphs (a), (b) and (c),
paragraph 5, reference (a), be amended by inseriting bracketed words
as follows:

(a) hours spent /as a student/ in Agency-sponsored
training activities shall be considered as
working hours in determining whether an employee
has worked the official work week of forty hours
but may not be considered as working hours for
purposes of overtime pay and/or compensatory leave.

(b) hours spent [e'.s a studenj:]in Agency-spongored
training activities may not be considered as work-
ing hours for purposes of night differential.

(c) employees participating full time /as students/ in
training activities sponsored by, but not controlled
by, the Agency and who have been relieved of normal
duties for that purpose, shall comply with ihe ap-
plicable academic calendar and the laws of the
Jjurisdiction in which located insofar as Holidays
are concerned and in lieu of Legal Holidays otherwise
applicable to employees.

VATTHEW BALRD
Attachmenta: Director of Training
Reference (a) and (b)
Concurrence:
on/P

* CONFIDENTIAL
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Assistant Deputy Director (Administration) 24 November 1952

Chief,; 0 & M Sexrvice

Proposed Revision of CIA Regulation No. - Time, Leave and Pay 25X1A

1. There ls attached hereto for approval and authority to
publish proposed revision of paragraphs P, Q snd R of CIA Regulation

No. - Time, Leave and Payo 25X1A

2. The revision states the pollcy with regard %o overtime
compensation and compensatory leave, hallday pay, end night differential
appliceble to employees participating in Agency sponsored training
activities and is based on the Staff Study submitted by the Director
of Training and concurr<d in by the Assistant Director (Personnel),
Comptroiler and CGeneral Counsel.

3. Since the added parvagraphs (indicated by brackets) in the
attached Regulatlon are ldentical to those in the Staff Study, the

attached was recoordinated with the Comptroller and the Office of
Training only.

W. L. PEEL

Attchs, 25X1A
Proposed revision of CIA Reg. No. -

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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Chief of Administration, DD/P 22 December 1952
Chief, Orgenization and Methods Service

Proposed Revislon of CIA Regulatbion No.- 25X1A

L. There is ottached for your review the proposed revieion
of CIA Regulation No. [ Time,leave,ond Pay. 25X1A

2. This revislon was proposed by the Assistant Dircotor
(Pexrsonnel) and incorporates the following changes:

2. Supervisory responeibiliby and authority for
leave approval have been extended to ineclude
advance annuel leave, maternity leave and
leave without pay (not in excess of 12 months).

b, The provisions of Sectlon B(6) have been revised
in aecordance with the Thomas Rilder which
requires thet aanual leave earned in one calendar
year he used by 30 June of the following yeor.

Ce l:rocedures for approving militery training leave
‘have been simplified by eliminating Personncl
Office p’rocess"j.\n\g; The grenting of this leave is
essentlally an'administrative matter requiring
consideration of workload and related factors
which are determined at. operating level. Present
processing: by Personnel Office is mechanical and
time~consuming.

3. It will be. u.ppréciatgd-. 1f you will return the attached,
together with your coneurrence or other comment, by T Janusry

1953.
_' W.. L PEEL
Attachment: B ..
Copy of Revision of !
c1A Regulation No. [ . ‘ ‘ 25X1A
o , ‘ I L ¥ T .
) jl . R - ;"u » .
25X1A >: - - \.’
. ’: 1 \q“l o
4 o
W JAN 2 1053
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MEMORANDUM FOR:  Deputy Director (Administration)

SUBJECT: Revision of Leave Regulation

1. There is attached a proposed revision of CIA Regulaticn- 25X1A
Sections A-J, Q and T, incorporating the following changes:

a. Supervisory responsibility and authority for leave
approval have been extended to include advance annual leave B
maternity leave and leave without pay (not in excess of 12
months) .

b The provisions of Section B(6) have been revised in
accordance with the Thomas Rider which requires that annual
leave earned in one calendar year be used by 30 June of the
following year.

Cs Procedures for approving military training leave
have been simplified by eliminating Personnel Office processing.
The granting of this leave is essentially an administrative mat-
ter requiring consideration of workload and related factors
which are determined at operating level. Present processing by
Personnel Office is mechanical and time-consuming.

2. Changes have been indicated by brackets. A few minor

editorial changes have been included,

25X1A

Assistant Director (Personnel)

Attachment
25X1A Revision of Regulation-

(Concurrence) (Nen-eoncurrarce)

20 o /95 2
Date

Securily Informati

o RESTRICTED) JAN 9 1953
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CENTRAL INTELLIGENCE AGENCY AEQULATION - 25X1A

.

Normully, requests for leave balances should be made to the appropriate
Adnministrative Officer, who will request the desired information from
the Finance Office.

Overtine and Compensatory Leave (For Approval see CIA Regulaetion No. - 25X1A

{1) Election by the employee to tuke leave in Lieu of overtime compen-
sation (compcnsatory leave) shall be subJect to the restrictions
governing overtime apnd the provisions of this sectlion, Once an
election has been made and approved it ey not be changed.

(2) Overtime work shall be authorlzed and approved for whole hours. Poy-
rent will be computed for each whole hour of work.and leave 1n lieu of
overtime compensetion will be recorded for each whole hour of work.

(3) No officer or employee shall be paid, with respect to any pay period,
bagic salery plus additional. compensatlon at & rate in excess of
$10,330 per annum, Accordingly, compensatory leave cannot be granted
in those instances where en employee would not be entitled to overtime
compensation.

(4)  Administretive controls governing compensstory leave will be established
by each Office head based on policies stated below:

(a) It must be teken within the two puy perlods imuediately following
the period in which earned, or forfelture will result,

(b) Entries will be made on official Time and ~ttendance Reports of
all overtime or compensatory leave earned.

{¢) &an adequate check system will be established Lo insure that avertime
vas actually worked.

[(5) Hours spent as a student in Agency-sponsored training activities shall be

considered as working hours in determining whether an employee hes worked
the officilal work week of forty hours but may not be considered as
working hours for purposes of verggfw ay and/or compensatory leave.
Requests for exception to Mﬁ‘;&ﬁ&i will be forwarded through normel
chanrels to the Director of Training for recommendstion end concurrence
and to the Deputy Director (4dministration) for approval./

Holidays

(1) Work to be performed on a holidey for which holidey pey will be grented
will be authorized, approved and paid in the same way &s overtime. An
employee can be excused or paid holiday rates only for thet portion of
his tour of duty which actually falls within the 24 hour holiday period,
not to exceed 8 hours. Compensatory leave cannot be granted in lieu of
holidey pay.

=10~

RESTRICTED
Security Information

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9




T —

Approved For Release gg%w%?éﬁ%gmip

0728R000100130010-9

5X1A
CENTRAL INTFLLIGENCE AGENCY REGULATION I

(2)

[03)

?e\(cx

The following days are established by law as Legal Holidays:

1 Jaunuary New Yemi;jf'} Day

22 February Washington's Birthday
30 May Memorial Day

h July Independence Duy
First Monday of September Lebor Day

12 Noveuber Armistice Day

Pourth Thursdey of November Thanksgiving Day

25 December Christmas

(a) Whenever any of the above holidays fall on Sunday:

(1) The following Monday will be officially observed as the
holiday by employses whose regular workweek is Monday
through Friday.

(2) Sunday will be officially observed as the holidsy by
enployees whose reguler workweek includes Sunday.

{b) Vben & Legel Holiday falls on other than Sunday, thers will be
no sdditionsl nonworkday unless proclaimed by the President as
indicated in (c¢) below.

(c) Holidsy provisions other than those specified by law are announced
by Presidential Proclamation, and employees will be officially
notified.

Employees participating full time as students in treining activities
spongored by, but not controlled by, the Agency and who have/relieved

of normal duties for that purpose, shall comply with the applicsble
academic calendar and the laws of the Jurisdiction in which located
insofar as &olidayu are concerned and in lieu of Legul Holidays

otherwise appliceble to employees. Requests for exception to bhes_g'l‘ hiis
PeERe will be forvarded through normsl channels to the Director

of Training for recommendation and concurrence and to the Deputy

Director (.dministretion) for approval,/

R. Night Differential

(1)

(2)

L3

An additional 10 percent of an employee 's base pay will be allowed
for each whole hour of work performed between the hours of 6:00 P.M.
and 6:00 A.M. (Standard, Daylight Saving, or other, depending upon
time observed locally) when such hours fall within the enployee 's \
regularly scheduled tour of duty. Night differential cannot be
claeined for time used in obtaining meals.

Payment of night differential may be authorized for night work per-
formed when an employee is temporarily assigned to a regularly scheduled
tour of duty other than his own. Proper notetions, in support of such
payments, must appear on the Time and Attendance Report. :

Hours spent as a student in Agency-sponsore& training activities ma.y
-11- ' '

RESTRICTED
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25X1A
CENIRAL INTELLIOENCE AGENCY REGULATION -____

not be considered as working hours for purposes of night differential,
Requeste for exception to this policy will be forwarded through
normal chennels to the Director of Training for recommendation and
concurrence and to the Deputy Director (Administration) for approval_.]

S, Terminal Pey

Annusl leave must be liquidated by a lump sum payment when an empisyee is
geparated from the Pedersl Service.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Deputy Director Effective:
(Administration) Rescind Pages 10-11 of -
6 January 1952

RESTRICTED
Security Infqrmation
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O]ﬁc‘e ‘Memonmdum e UNITED STATES GOVERNMENT

TO ¢ Asslstant Deputy Director (Administration) DATE: 28 November 1952
FROM  : chief, 0 & M Service

SUBJECT: proposed Revision of CIA Regulatlon lo. -, Trovel, 25X1A

1. It has bLeen recommended by the Assistant Director (Personnel)
and the Comptroller that paregraph B of CIA Regulotion No. [l bLe 25X1A
revised by deleting the following sentence, "Armed Services personnel
shall give the necessary data to the Military Personnel Division,
Personnel Office, for the preparation of vouchers and submission to
the Fiscal Division." The reasons stated for this deletion are:

a. The Military Personnel Division is primarily interested
In trevel autherizations and travel performed by meumbers of the
Armed Bervices.

b. It is general govermmentsl and CIA policy that an in-
dividual traveler prepare his own travel claim. Assistance
can be obtained from the traveler's administrative officer.

c. Paragraph A(7)(v) of CIA Regulation lo. [ vrovides 25X1A

necessary information for the routing of military travel 25X1A
authorizations. DD/P Notice No. dated 22 October 1952

indicates the formalized procedures used to aubhorize travel
and certify vouchers against allocated funds in the DD/,P
complex.,

2, Tt is recommended that the attached are ndment be a 9] pI'OVCd
for public ation.

25X1A

We L. PEBL

Atteh
25X1A
Proposed revision of CIA Reg. No.-

0 I I, 0‘? t'lé, ", o ' ,‘““' -ﬁyiH“; ‘.e)\‘f Lo
e, L )f'l‘:
L UbeJgO’,.{,Eb,
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SECURITY INFORMATION

20 November 1952

MEMORANDUN FOR: Deputy Director (Administrotion)

THRU : (1) Assistant Director (Personnel)
(2) Chief, Organization & Methods
TROM : Comptroller
SUBJECT ¢ Correction of CIA Regulation - dated 25X1A

5 September 1952

1. There is attached hereto en amended paragraph 1. B.
to subject Regulations which deletes the sentence "Armed
Services personnel shall give the necessary data to the Military
Personnel Division, Personnel Office, for the preparation of
vouchors and submission to the Fiscal Division."

2. It hes always been general govermment and CIA policy
that an individual traveler prepares his own travel claim.
Assistance can be obtained from the traveler's administrative
officer, the Travel Sccbion of the ¥iscal Division or the
Military Personnel Division, as appropriaste. Though the
Military Personnel Division is interested in travel performed 25X1A
by members of the Armed Services, the CIA Regulations
PP, A. (7) (b) provides necessary informative data through
routing of travel orders.

3. It is recommended that the attached amended regulation

be approved as submitted.
_ o

E. R. SAUNDERS

W Attached:

Amendment
‘( g
CONLIEOITEY BESTB,GTEB

SECURITY INFORMATION
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w9 NOY 1952

MEMORANDUM FOR: Comptroller

SUBJECT : Correction of CIA Regulation - dated 25X1A
S September 1952
REFERENCE: ae Paragraph 1B, Regulation Numbe dated
5 September 1952 25X1A
be Paragraph 7(b), CIA Regulation dated
26 February 1952
ce DDP Notice - dated 22 October 1952 25X1A

1. Recommend deletion of that portion of Paragraph 13, Travel
Accounts, CIA Regulation ., which states "Armed Services personnel 25X1A
shall give the necessary data to the Military Personnel Division -
Personnel Office, for the preparation of vouchers and submission to
the Fiscal Division". The Military Personnel Division is not in a
position to prepare and submit vouchers. It is accepted practice
for the Office to which an individual is assigned to prepare and certify
such voucherse

2. The Military Personnel Division is primarily interested in
travel authorizations and travel performed by members of the Armed
Services for determination of line of dutye This is covered by the
portion of Agency regulations cited in reference (b).

3e Reference (c¢) indicates the formalized procedure used to
authorize travel and certify vouchers against allocated funds in the
DD/P complexe

25X1A

W. He. H. MORRIS, JR.
Assistant Director (Personnel)

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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CENTRAL INTELLIGENCE AGENCY R¥WGULATION _
I Conllwhts )97

\ C. Per Diem
@>i(1) Except as otherwise provided in this '\i{egulation, civilian
0o staff employess shall be authorized and paid per diem in

: ) ’ lieu of subsistence while in a travel status in the conti-
( ) nental United States in accordance with the provisions |
contained in the Standardized Government Travel Regulations
and shall be authorized and paid per diem while in a travel
status outside the continental United States in accordance
with the provisions of the Foreign Service Travel Regula—
tions and Bureau of the Budget Circular A-T7.

®» Military persomnel (officers and enlisted men) shall
normally receive the same rate of per diem as civilian
staff employees when traveling under similar conditions.
Per diem payments authorized for military pel~éonnel shall
be in accordance with the provisions of the applicable
regulations mentioned in paragraph C ( a{a) (\Iﬁ‘ above and this
regulation and/or the Joint Travel Regulations for the
Uniformed Services, effective 1 April 1951. The Agency
travel orders written to cover the travel of military person-
nel shall specify in each case the basic regulation governing

the travel and the rate(s) of per diem authorized.

(®) For extended periods of temporary duty at the same post in the
United States, the following schedule of maximum per diem rates
shall apply:

-1

SECRET
Security Information
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CENTRAL INTELLIGENCE AGENCY HEGULATION I 00 R

@) Newly recruited civilian personnel and military officers
without dependents, on temporary duty at Washington enroute
to their firS'bE{overr 8 station, or placed on temporary
duty at a poinjo in wae United States other than Washington
for training or other official purposes, may be authorized
per diem not in excess of the following rates:

The first 30 days @ $9.00 per day
The next 90 days @ $L.50 per day
The next 60 days @ h,T;l.S.O per day
(fl.)' Military enlisted personnel who are entitled to and are
‘ being paid allowances for separate quarters and rations
and who are on temporary duty at Waslhington enroute to
their first overseas station, or placed on temporary duty
at a point in the United States other than Washington for
training or other official purposes, may be authorized a
supplemental per diem by the Agency in accordance with the
following schedule in order to bring the total allowance of
enlisted men up to the rate of per diem which would be
authorized for civilian employees serving under similar

conditions:

(al Single man living out and Agency per diem minus
T drawing separate military $L.28 per day rations
rations and quarters. and querters allowance.
2
SECRET

; Security Information
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CENTRAL INTELLIGENCE AGENCY REGULATION B "

D%  Married or single man Agency per diem minus 1/5
™  living in barracks or for quarters furnished and
other govermment quarters minus $2.57 per day rations
and drawing separate mili- allowance.
tary rations,
,"'ﬁ. Married man or single man Agency per diem minus $2.57
with dependents living out per day rations allowance.

and drawing separate rations.
(8) ALl other personnel, regardless of dependency status,
who are on authorized temporary duty in the United States
may be authorized per diem not to exceed the following
rates:
The first 60 days @ $9.,00 per day
The next 60 days @ $6,00 per day
The next 60 days @ $3.00 per day
not
(&.) Absence of ten days or less shall/be considered as

interrupting the continuity of temporary duty at the same

post.

.(,jﬁ) The following rules shall apply respecting the authorization or
payment of per diem to Agency civilian or military personnel
who use U, S, Government operated messing and billeting faci-
lities while on temporary dutyat a post or posts:

(M Whenever personnel are ass:.'{;ned to temporary duty at a
training site or similar installation for a relatively

long period (15 days or more) and it is known that they
-3

SECRET
Security Information

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9



Approved For Release 2001/09/03EMRIEERDP81-00728R000100130010-9
Security Information

CENTRAL INTELLIGENCE AGENGY REGULATION 25X1A

will receive subsistence and lodging while at the site

without cost, they will not be authorized a per diem.

In such cases, the travel orders should stipulate that
the individual is authorized per diem for the period
spent enroute to and from the site and authorized actual
subsistence and quarters wihile at the site.

(é/) Whenever personnel are assigned to temporary duty at a
training site or similar installation for a relatively
long period (15 days or more) and it is known that they
will be required to pay for their meals and/or lodgings,
they should be authorized a per diem while at the site,
However, the rate of per diem authorized should be based
upon the actual costs which the individuals would be re-
quired to pay for such meals and/or lodgings.

(@) Persormel in a temporary duty status who use Government
operated messing and billeting facilities intermittently
and/or for short periods may be authorized an appropriate
per diem up to the maximum allowable, In such cases, the
individual shall puy to the Government facility such
charges as may be levied for meals and/or quarters furnished

and claim reimbursement from the Agency for the full amount
of per diem authorized. However, if the Government instal-

lation furnishes meals and/ or lodgings without cost, the

-
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CENTRAL INTELLIGENCE AGENCY REGULATION _______

individual is required to make deductions on his travel

reimbursement account for one-fifth of the rate of his
per diem for each meal and/or lodging furnished without
cost,

(k@’ Personnel traveling in areas where Government operated
messing and billeting facilities are available to them
are required to state on their travel reimbursement account
that they did, or did not, use such facilities with or
without cost. ,

(;}‘) Per diem rates provided by Standardized Government and Foreign
Service Travel Regulations represent the maximum rates allow-—
able, not the minimum. It is the responsibility of Agency
officials authorized to issue travel orders to éee that
travel orders authorize only such per diem allowances as are
justified by the circumstances surrounding the travel, Offi-
cials authorized to issue travel orders will reduce the stip-
ulated rates whenever available information indicates the maxi-
mun rates will exceed the nece.ssa.ry official expenses.

(5) Per diem in excess of the rates stipulated above for temporary
duty in the United States, and per diem for comtinuous temporary
duty in excess of 180 days either in the United States or over—

seas may be authorized only with the personal approval of the

Deputy Directer, Assistant Director; 9p,0ffieeHead concemed.j'
o
25X1A

8 .
(Administratidn)
~5— ‘
SECRET
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(NOTE:
The present subparagraphs (c) and (d) of paragraph C of

25X1A CIA Rcegulation- should remain unchanged in text, but
would be renumbered as subparagraphs (f) and (g) following

the above proposed revision.)
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T0: Deputy Director (Admindstrati o)
L0 Coupbroller
IRSIALH Chiel'y General Scrvices

SstinduCl's wstablishient ol Stundord Per Dicwm Procedures

1. PHOYSK . -=T0 provide a consishont policy &nd a stonderd procodure
governing the aubhorization and puyvient of per dies in licu of
subslstence to stall ciployees of CTia, ts roquested by ALD/L
newo aated 22 Lw' 1952, atlached hoveto as TAT 4.

2¢  LACTSH HSARLIC O TiE PROTLEN.==The basic re-vlations coverning

the authorisation and payment of per dicit in liew of subsis-
tence to . 3. Covernuent civilion and idlitary personncl arc
cs Lollows

a. The Stendardised Government Travel Hesvlations, whailch

du,m(, per «lien, rerulite the conditicns wider ul’licn

it can be 1 preseribe pethods of corpubation, and
establl i rates idcl way e poid in the Undted

b"bcrbc.; .

be The Joreisn Svrvice Trovol ldesulebions
the “mdret Cireular =7, Wiich
or o1 dicw to CTA amployes

vor the Imiforied Sorvices
criactive 1 April 1051, Uhich csbrolish standords Tor
u‘,“_nt oi per dien to diitery vers 011.1(4, wut olso

vide L»IL.L ditery persommcl wssisned to civilim
arencies iy travel ond recizve per diem, per the
regvlotions of such agencies wien the piyuents in-
volved are equel to or in oxcess of those ~ranted uy
the above mentioned militery reculation.

ce Joint Trovel Rerulations

d. Various Decisions of the Coiptrolier General of the
United states, vhich wodify or limit, by interprcta-
tlon, the vorious regulations 1)41‘1,.,‘.1_1‘11115;"'&0 ‘thie
authorization and payment of per diem.

Security in formation
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the per diom dn Licu ol sibolstence wubhorized and paid to
CIA sball employees should b(\ in accovdance ith the standards
veesceribod by, and within the mesdimum rotes sol by Lhe ohove
nentloned regulations.  Since o1l of the ubove v rulations

are aveilable in priated Lorm Lor necessory distribution witivin
the Areacy there apnears Lo be no necessi Ly sor physically ro-
producing and incorporatin: thew into the Agency repuditions,
except by relerence,

DISCULEI0N . ~~Albached hereto as TAD I3 is a proposed CIA roculation
inthe Core ol an miendiment Lo (,II\ fierulation - The jurnose
ol this proposcd rorulation i 1" Lo renee the bosic repuletions
coverning Lo paent of pr"r t‘]l.u o 211 CIA el:;’oyu,nu, and 1o
make speellic provision or es ;um» speciiic lindtatlions cover-
ning the payrent of ver diew to certoin grovps or calesorics
ol urrptow cge  In dratting the proposed rerulotion an atterpt
wag w.de to combine thercin the provisions already adopted in
practice under the Tollowing listed reeul: ations, crresuents,

ond emorinda prescently in existence:

a. Abtached ag TAR C is o copy of the rresent CI4 ftepuletion
Bl rococovoph C, which sets forth the masdnum per diem
wiich moy be pold to enployecs servin: con'lirwousl;;' in
a TD¥ stobus al the save post in the Uniled States.

b. Atbeched cs TaN D is o remo doted 1 July 1949 which was
concurred in by 058G, CPC, Personnel,. and i'inence, wuhich
provides maxdlinui I‘“LU-‘ ol per dien wideh moy be padd to
new employees whilc engared in training wnd indoctringe
tion dutics in weshington or at other points in the
Indited States belore proceeding to thoir J_JQEI'I!IT‘.TlC:i'E".:' over=

seas stations. It will be noted that the rates prescribed

in TAB D arc in sone cases less than the maxdimum allowed
by the present CIA Regulation [ Althoush 147 D was
never lom ally incorporated into the CIA regulotions it
has been ore or less consistently applied m.th respect
to per diem payments made from unvouvchered funds to new
employees hired by the covert ofiices for oversecas duty.

C. Attached as TAR & is copy of a memo rolecased by the
Military Personnel Division prescribing rates of per
dien for various catcc*orn.ns of enlisted nilitary person=
nel while they are in a TDY status in Washington en route
to permanent overscas ass gl.gnnent s

d. Atbached as TAD I' are copies of various mmoranda and
instructions pertaining to the es tablishment of per diem
and/or the furnishing of quarters and subsistence for
enployecs assipned te the
Centers.
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CILA L’uscmm'mzom- PARACRAPIL C, (a) AND (b) 25X1A

Ce Per Diem and Fileare

(a) Per diem and mileage rates provided under existing laws and
regulations represent the masdimum allowable. Officials
authorized to issue travel orders will reduce the stipulated
rates whenever available informetion indicates that the
maxdimm rates will exceed the necessary of ficial traveling
CXNENSECS .

(b) For extended periods of temporary duty at the same post in
the United States, normally the following schedule of maxinmm
rates shall apply:

irst 60 days $9.00

Second 60 days 6,00
Third 60 deys 3.00

Ibsence of ten days or less shall not be considered as
interrupting the continuity of temporary dvty abt the same
post. i

Likyy C . @ \\\
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N o

.‘*"A" [ A p alo
Gupurity infarmaiion Uy July 199

SUNJECT:  Bstablishment of Uniform Policies muil Hates [or the Payment
of Subsistonce Per Diew from Confidential Funds
1. Ceneral
Pursuant to the provisions of Pwilic Low 92 and CLA Administrative
Instuction No. vour concurrence is reguested to the adoption of the

Follovwine uniform per diem policiecs ond rates:

2. Rates tn be Paid

a. Dmwployees in Washingbon on 1DY enroute from place of residence
(vhere hired) Lo nermencnt oversees posts shall be ovthorized per diem at the
following rates:

Employecs with Dependents Employees without Dependents
60 days @ %9.00 per day 30 days @ $9.00 per day
60 days @ G6.00 per day 90 days & L.50 per day
60 days ¢ 3.00 per day 60 days @ 1.50 mer day

Wo per diem will be authorized at rotes in excess of the above or ior period
in excess of 180 days of continuous domicile in iashinston, D. C.; except
upon the specific approval of the Assistant Director and after review of the
extenuatine conditions warranting further per diem payments.

b. Lmployees in Washington on DY enrouvte from old overseas posts
to new overseas posts; employees on officizl TDY in Yashington who arc to
return to their official stations abroad; snd cmployecs stationed in the
United States o are on TDY at points in the United Stotes away {rom their
official station, shall be authorized per diem at the following rates without
regard to dependency status:

60 days @ 49.00
60 days & 6,00
60 days @ 3.00

No per dicm will be authorized at rates in excess ol the above or for periods
in excess of 180 days continucus donicile at eny one point in the Tnited
States, except upon the specific approval of the Assistant Director and after
review of the extenvating conditions warranting further per diem paymentSa

c. Employees in a travel status outside the United States shall
be authorized per diem at the maximum rates provided for in Bweau of the
Pudget Circular A-7 at the various points visited on TDY. Maximum per diem
rates will be authorigc?ﬁ%"ﬁf E:_ontiquous TDY status at any one overseas point
for a period of 60 dagshl JERLEER Sl,?ﬁ(@ d“Lﬁp\x w}i_\ll be authoriszed after review

N - 3 ‘C U 1.1 (Y (-I -l‘) 4 3 Y‘C- 7 i > = »
by the Asslshnt Dlle%‘ﬁgri g:oncge@bcgg rufsrﬁggﬁ warranted by the circumstances
i
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3, Special subsistence occasioned by Lhe nature of the temwporary duty
performed which reduces the subsistence cost of individuals will be considered
by recommending and authorizing officials with the view toward the reduction
of the uniform rubes Lo an amount not in excess of thal required to meet the
necessary ollicial travel expenses under the circumstences.

25X1A

Covert Deputy Twdzet OLficer
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ADSO

ADPC

CPEB
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CENTRAL INTELLIGENCE AGENGY
Washington 25, D. C,

13 June 1952
MEMORANDUM TO: Operating Divisions
FROM ¢ Military Personnsl Division
SUBJECT : Payment of Per Diem to Enlisted Military Personnel

1. Agency military personnel are stationed PCS Washington in the
military sense, regardless of actual location, The Agency therefore pre=
viously authorized the payment of per diem to military officers teémporarily
in the Washington area pending overseas shipment. Requests for payment of
per diem to enlisted military persomnel have been disapproved on the ground
that these personnel draw military allowances for rations and quarters,

2¢ In order to insure equal treatment for enlisted ‘military personnel,
it has been decided that a differential between Agency per diem and the milie
tary allowances can be paid to enlisted men who otherwise meet the requires
ments for payment of Agency per diem, This determifation has been approved
by the Office of the General Counsel, Personnel Director, Chief, Finance
Division, and Chief, Military Personnel Division.

- -3« The.progedure to be followed will be similar, to that eurrently in
use for military officers, Individual memorandum requests will be submite
ted by the operating division to the Chief, Financc Division, through the
Chief, Military Personnel Division, An éxtra’ copy should be included, =
marked for return to the operating division,. This copy will ‘sérve ‘the’ twon’
fold purpose of informing the division of the ‘approval’ or’ disapproval 6f the
request’ ind also of showing the division the,correct dates and category
(sec paragraph L) to be used in preparation of the vouchers, -The Vouchers
can be submitted directly.to.,the Finance Division, but should not be sube-
mitted. until the memorandum, requesting per diem has been approved by the
Military Personnel: Division, It .should be noted that this procedure refers
only to'those cases where per diem is requested on military personnel ters
porarily in Washington pending -overseas transfer,

L The following schedule of payments is*authorized for cnlisted men,
This schedule is.furnished for information only; .as the Military Personnel
Division will determine.the:proper category from the individualls pay
records at the:time'of -approval.,

e,

“~.j‘* A ,,»;,:CASE a L M el
g»,,sin"gle“man,livin'g out : A ency per diem minus
“'and drawing scparate - $ﬁ.28 per day rations

military rations and and quarters allowance,.
quarterse

: R‘ ului ‘. '5'

CONFIDENTIAL'
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CONFIDINTIAL
COMPTROLLER ~ S@wit gpfopption RECEIzn
Jwal Do I 188 Msi2 3. [
b, larried or single man Apency ner dienggnmj ev i v
living in barracks or ‘ 1/5 for quarte CE Dy, /886
other governmcnt quars- nished and minus .. 24,57
ters and drawing scpae per day rations allowance.
rate military rations.
c, liarried man or single . hgency per diem minus
.. man'with dependents - j2457 per ‘day rations’

.living out and drawing allowvance,
separate rationg.

5e S:mcc pay records are not available on personnel no longer in the
Washinzton .area, no retroactive claims can be approved. Military Personnel
u:.ll approve claims only from 1 June 52.

. 6. It is requested that these memoranduma be submtted as soon as -
-possible -after the arrival of the individual in the Uashington area, This
will allow a detérmination of the proper payment while the pay records are
still available, and will lessen the chance of military peraonnel mcurring
large debts nhile uwa:.tlnv overseas shipmen'b.

7. Que.,tlons regarding t.h:.s procedure may be directed to the Personnel
Branch of this Division on extension 2735 or- 665,

25X1A

. Lieutenant Colonel, USAF
Doputy C-ief, Mil Pers Div

2wl

* CONFIDENTIAL =
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13 May 1952

Chief, Military Personnel Division
Pergsonuel Director

Payienl ol Per Diem to Inlisled Hilitary Personnel

1. Your memorandum off 10 April 1952 requests auvthorigzalion
Lor payment of per diem allowance to enlisted personncl stationed
temporarily in Washington pending overseas asai cment ,

2, The authority Lor the present practice of payin: per diea

to officers with PCS' order to Washin thon, avaiting overscas agsirm- 25X1A
ment, is Confidentlial Funds flerulation para-m [hi e

authority may be used for per diem payments Lo enlis Y 50
assigned-exce.t that the rgations and quart-rs allowance citad §in

your memorandum are nol considered part of the hasic remmncrotion, .

ned thet a diflerential allovance
Tepresenting the difference betwesn +the enlisted allovance cited and
the Agency ner diem may be peid enlisted nersoancl stztioned temporas-
rily in Weshington awailing overszas assirmyont,

3. Therefore, 1t is determ

le This differential allowance will he subjeet to standarad
service rerviations for reductio s by reason of rovernment quarters
Turnished, and to CIA Regulation I =nad other applicanls reruloe
tions on payrent of per dicm,

25X1A

GEORGE L, MEvnoN

APPRO VED:

25X1A

OFFICER OF GEN, COUNSHL
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18 April 1952

Pergsonnel, Dirvecter, 200 North Tuildins
2 .
Chiief, Military Personncel Division
3

Payrent of Per Dicw leo Enlisted Mililary Personnc).

1. This Division hos recenbly been recuvected to e vrove the
pavment ol per diem to enlisted wen asuirned to the Arency. In ade
dition to sevural speciiic recvesls, we have received a letler frowm
FE requesting that these pa r‘m in {w L be athorized. The ro-
quests point out that _:' ddew 1s auvlh rd Jor edviliens and
uc‘l.li'lnrv officers in the sane or liks situalions. Tt is also pointed
out that many enlisted porswmnel suffer inancial hardship while
temporarily .JLa Loned in lihe Vashington area prior Lo overscas ship-
ment .

2. Prescnt nolicy allows the nayment ol por dicm to military

officers assicned PCS Washington for a short period pendin: overseas
ssignment. The acency, in these cases, considers the military PCS
as IDY in natuwre. This Division has disapproved requests for payment
ol per diewm to enlisted personnel, as these personnel draw soume type
of wilitary allowance. I they have no dependents, for exawple, MDP
places them on a separate military rations and quarters ,LJ__Lowuncc
totalling §112.50 per month. Gensrally speaking, the enlisted ran
draws avound 13.75 per dar, while the civilians and ofiicers draw
#9.00. The military services have decmed this allowance adequato;
however, the adequacy off 53,75 per day in tlie Washingbon area is open
to question.

1

3. In view of the possible hardship suftered by onlisted
personnel, it is requested that this Division be aut’womzed 1o approve
a differential allowance between the enlisted nan's wilitary allowance

c.nd the reqular Agency por diem.

Colonel, USAF
Chief, Military Personnel Div.

T

Suswrity Information
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20 May 1952

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT s _- Mess Facilities

REFERENCE : (a) MDelegation of Authority" dated 17 December
1851, from Deputy Director (Administration)

25X1A

(b) Project Review Committee Action to equip
and meintein [ dated 31 January 1952 25X1A

(¢) "PFuunds for Operation, FY52", dated 18 March 1951,
for Comptroller

1, FPROBLEM

To establish and meintain mess facilities _ 25X1A

for the following categories of personnel:
a. Students (on TDY NENEG DEXAA
be Enlisted personnel not on separate rations

c. Commissioned and enlisted personnel on separate
rations

d. Civilisn persomnel (TDY -
6. Civilian persomnel (PCS

2, FACTS BEARING ON THE FROBLEM

25X1A

a. Reference (b) above authorizes mess facilities
be constructed and equipped |INNEGTcTGzN 25X1A

be Reference (¢) above approved expenditure of funds
for rations during June (FY52); 225 rations per day,
30 days, @ $1.50 each ration, total allocation
$10,125, Adequate estimates are included in FY53
budget for rations on the basis of anticipated
student load during FY53. Estimates will be
revised at the time FY54 estimates are submitted.
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¢. Students on TDY _for training purposes
would ordinarily be entitled to & per diem allowance;
however, it is proposed that rations and quarters be
furnished to them in lieu of such allowances.

de Enlisted personnel not on separate rations are
entitled to rations without charge

©. All other categories listed above ordinarily are
required to pay an established rate for all meals
consumer®,

3, DISCUSSION

The following are some of the principal factors to be
considered in determining the type of mess facilities to be estab-
lished in order to best serve tthe needs of the categories of
personnel indicated in peragraph #1:

8e Students receiving quarters and rations in lieu of
per diem will contribute no financial support to the
operetion of the mess.

b. Enlisted persomnel not on separate rations will
contribute no financial support to the opersation of
‘the mess,

¢. Frequent training operations requiring field mess
facilities will oreate abnormal costs for which
contributing employees could not be expected to Paye
Because of these operations 1% rations each student
per day is required,

d. In the absence of a comparable experience factor
as & basis, it is estimeted the direct cost of
operation of a govermment operated mess will
approximate $10,000 monthly or $.20,000 annually.
However, this direct cost will be parbtially off-set
by savings affected administratively by students

" being furnished meals and quarters in lieu of a
25X1A per diem payment. Fluctuation of student load aagd
- ration charge will alter this cost.

4. CONCLUSION

After full consideration and discussion with representatives
of the Finance Division of all the aspects of the problem, it is
believed that the establishment of a govermment operated mess isthe
most practical and efficient mesns of solving the messing requirements

25X1A e
-2-
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6o ACTION RECOMMENDED

25X1A
mess

1. Attachment

I o Plex

CONCURRENCE:

25X1A

[s/

General Counsel

25X1A

/s

Asste. Comptroller

/s/
Inspection & Sécurity

Distribution:
1 ~ Genmeral Counsel
1 - Comptroller
-~ Inspection & Security
- D/OTR
- AD/TR(S)

- BFO/OTR

1 25X1A

[ LI e
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Approval to establish and meintain a governmment operated
in accordence with the attached plan.

MATTHEW BAIRD
Director of Training

APPROVED:

Deputy Director (Administration)

Date

a3
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MESS PLAN 25X1A

l. RATIONS

25X1C

2. COLLECTIONS

Cash collections for meals consumed will be made from
all personnel except students and enlisted personnel not on
separate rations, for whom proper indentification will be issued.
Cash registers with tapes will be utilized for controlling
collections.

3. RATES

Tentatively the cherge per meal will be approximately
$.50 based on ration cost and consideration of prevailing
comperable services [ vories from $1.30 to $1.50 each). 25X1C

Rates will be subject to change by the Area Commendant on the
basis of experiemce factor after a reasonable period of operation.

4., DISPOSITION OF CASH COLLECTIONS

For the interim period of operation, cash collections for
meals will be scheduled monthly to the Fineance Djvision for deposit
to Miscellaneocus Receipts.
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porcentvirector I i ooos
Personnel Director

THRU : Military Personnel Division

Administrative Procedure for Military Personnel Attending School

Reference: Memorandum 1 June 2ubdect: Administrative Procedure,
ﬂ 25X1A

1. Paragraph 1(g) of referenced memorandum authorizes
quarters be furnished trainees at a rate of 60 cents per day
and meals provided at a rate of $2.00 per day.

2. Enlisted military personnel with no dependents are paid
a monetary allewance in lieu of rations and quarters in accord-
25X1A ance with AR | vwhere military facilities are not available
to provide these requirements in kind. The enlisted men on duty
with the Agency are paid the proper allowances at the end of each
month,

3. Therefore > it is recommended that enlisted personnel in
a training status at your training center be charged for quarters
and rations at the rates indicated above, and that collection be
made from each individual immediately after each monthly pay day.

25X1A L. This action has been discussed as a matter of policy

with Mr.—of Finance Division, a cowny of this memorandum
being sent to him for information.

25X1A

Lt. Col., USAF
Chief, Military Personnel Division

RCL/prm
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MEMORANDUM I'OL:  Comptroller 16 July 52
FFROM +  Chief, General Services
SUBJECY : DEstablishment of Standard Per Diem Procedures
25X1A
As a result of a meeting 1l July 52 between Mr.m Comptroller's ‘
Office and Mr. I this office, the following rec ctions are submitted os5x1A
for Tab "B" of the attached staff study on the above subject: .
a. That the per diem rates in paragraph ¢(Db) (1) read:
"The first 30 days @ $9.00 per day
The next 90 days @ 54,50 per day
The next 60 days @ 1,50 per day"
b, That the per diem rates in paragraph C(b)(3) read:
"The first 60 days @ $9.00 per day
The next 60 days @ $6.00 per day
The next 60 days @ $3.00 per day"
c. That paragraph C(c)(1l) be ammended to reads:
"thenever personnel are assimmed to Lcmoorar'y duty at a
training site or similar instellation for a relatively long
period (1'%' days or more) and., . . "
d. That paragraph C(c)(2) be ammended to reads:
"ihenever personnel are assigned to temporary duty at a
training site or similar installation for a relatively
long period (15 days or more) and., ., ."
25X1A

LOTE
The oéaVc Cz)na;es ))de éee};‘ hgde. /“1 /;,4-
6n the d'ro‘e‘f- oL the /Dvywc*J/ﬂ?aaeJure 77M’B

Ret \ /-
%@%‘E&h‘ﬁ‘“wm ;{J.m ’?3,:@ /\,ﬁ Lo &)(’ AZ’
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Oﬂice M@WZOWM&Z%M s UNITED STATES GOVERNMENT

TO H
FROM
SUBJECT:

25X1A

Advisor for Managen1eti£ DATE: 11 Decenber 1950
Comptroller

Proposed Amendment to Administrative Instruction . 25X1A
dated 6 January 1950

1. It is recowmended that Administrative Instruction [l  25x1a
subject - "TIravel, Allowances and Related Expenses", under date of
6 January 1950, be amended to provide plane accommodations for
children under two years of age in cases involving undue hardship
on parents.

2. This can be accomplished by adding the following section
to paragragh 1l:

"i. Plane accomodations for children Under Two Years of Age.
In cases of undue hardship on parents incurred in the
holding of children under two years of age on long journeys,
seat accommodations will be furnished the children if desired
by the traveler and set forth in the Request for Travel Order.

The approval of a request by the initiating office will be
deemed a certificate of necessity."

E. R. SAUNDERS

RESTRICTED

Approved For Release 2001/09/03 : CIA-RDP81-00728R0001'0013001 0-9



.Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
Y RESTRICTED

Security Informetion 25X1A

CENTRAL INTELLIGENCE AGENCY REGULATION -_______

1. TRAVEL (See Regulation No JENEE 25X1A

A,

Travel and Related Items

Travel and transportation expenses, and expenses incident thereto , lnecluding those
incurred in the movement of dependents, household goods and personal effects, may
be paid to or on behalf of employees in accordance with the provisions of Public
Law 600 - 79th Congress, Public Law 92 - 8lst Congress, Public Law 830 - 8lst
Congress Agency and other appropriate legislation, regulations issued thereunder,
the Standardized Government Travel Reguletions, the Foreign Service Regulations.
and as specified in Agency Regulations.

Travel Accounts

Travel vouchers must be submitted to the Fiscal Division upon completion of each
trip or at the end of each calendar month in case of extended travel. Vouchers
for travel authorized by Chiefs of overseas Missions shall be submitted to the
appropriate Mission official for processing. Armed Services personnel shall give
the necessary data to the Military Personnel Division, Personnel Office, for the
preparation of vouchers and submission to the Fiscal Division. Copies or regu-
lations pertaining to travel may be obtained from the Fiscal Division in addition
to advice as to the preparation and submission of vouchers.

Per Diem and Mileage

(a) Per diem and mileage rates provided under existing laws and regulations rep-
resent the meximum allowable. Officials authorized to issue travel orders
will reduce the stipulated retes whenever available information indicates
that the meximum rates will exceed the necessary official traveling expenses.

(b) For extended periods of temporary duty at the same post in the United States,
normally the following schedule of meximum rates shall apply:

First 60 days - $9.00
Second 60 days - 6.00
Third 60 days - 3.00

Absence of ten days or less shall not be considered ag interrupting the
continuity of temporary duty at the same post.

[/ (e) An individual employed for overseas duty from a point outside the metro-

politan area of Washington, D. C. may be authorized, in the order directing

-1- '
!
RESTRICTED -

. Security Information

’
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Security Information

1A
CENTRAL INTELLIGENCE AGENCY REGULATION - 29X

his travel, a per diem in lieu of subsistence at the rates provided in
paragraph C.(b), above, while he is in a temporary duty status in
Weshington, D. C., or uny other point in the United States except the
place of appointment, provided that:

(1) (a) The Agency has notified the individual in writing that his
appointment is for overseas duty, and has secured from the
appointee, in writing, an agreement to accept overseas assign-
ment. If this agreement does not designate a specific over-
geas post it must show that the appointee has agreed without
reservation to accept employment at any overseas post to which
he may be assigned.

(b) A statement is placed in the Travel Authorization specifying
~  the intent of the Agency to assign the individual to an over-
seas post upon completion.of temporary duty in the United
States. The point of overseas duty must be specified when
travel expenses are to be paid from vouchered funds. When
utilizing unvouchered funds, the general area to which the

individual will be assigned may be indicated.

(2) The individual will not be required to refund any per diem previously

~ paid to him in accordance with Agency regulations if the original in-
tent of the Agency should change while the individusl is in a temporary
duty status in the United States and it is decided that he will be
assigned to a departmental position; or, if he resigns under circum-
stances considered by the Assistant Director (Personnel) or his designee
to be in the best interests of the Agency. If either of these occurs
the individual will be notified immediately and the Office concerned
will amend the individual's travel order to stop per diem acecruals
effective as of that date.

(3) An individual who, for personel reasons not considered by the Assistant

" Director (Personnel) or his designee to be in the best interest of the
Agency, resigns before accepting overseas assignment, or an individual
who refuses for personal reasons to accept overseas assignment, after
having initially agreed to do so, will be required to refund any amounts
paid to him for per diem and his travel expenses to his point of temporary
duty while in a temporary duty status on the assumption that he would

. accept an overseas assignment. ]

[—(d) Per diem payable to an employee incident to temporary duty travel abroad and
to him and his immediate familz7 incident to travel abroad on permanent
change of station, home leave, or travel to first post of duty, and return

therefrom, shall be in accordance with applicable provisions of the Foreign
Service Regulations.

-2~
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CENTRAL INTELLIGENCE AGENCY REGULATION ]

(;) It is the policy of this Agency that where payment of travel expenses
of dependents of employees is authorized and such dependents travel
with the employee by the most economical usually traveled route, full
reimbursement will be made from official funds for accommodations
which will enable the employees and his dependents to be together
provided accommodations furnished are the lowest first-class facil-
ities available on the means of transportation used.

(g) In those cases where dependents accompany an euployee on other than the
most economical usually traveled route, the difference in cost of trans-
portation must be borne by the employee.

Local Personnel

Personnel including natives and foreign nationals hired locally by Chiefs of
Missions normally will receive travel expense, allowences and other benefits
as dictated by local custom, and, whenever possible, practices followed by
other governmental activities. Employment documents or contracts for services
must set forth the details of the arrangement in each case.

25X1A

25X1A

eputy Diréctdr Effective:
(Administration) Rescind : Pages 1 - 2 -
1 April 1951
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16 November 1951

7 :

MEMORANDUM 19: Deputy Director (Administration) XA

SUBJECT: Revisie¢n of CIA Regulation No. - Travel

1. The attached revision of CIA Regulation No.- incorporates the 25X1A

following changes:

(a) Paragraph C(c) has been added to provide for payment of per
diem to new employees while on temporary duty in the United States.

(b) The former paragraph C(c) has been relettered ¢(d) and has
been revised to simplify the preparation of Travel Orders.

(¢) Paragraph D, Local Personnel, except for the phrase "including
natives and foreign nationals" is the seme as paragraph C. in CIA Regu-
lation No. ] This paragraph will be deleted from Regulation No. 25X1A
Il 25 soon as other pending revisions have been coordinated. 25X1A

2. Coordination has been effected as follbws:

General Counsel OorC
Comptrollier 0S0
Auditor 00
Personnel Commo
Admin. Services

(a) The General Counsel commented on the revision of payment of per
diem in lieu of subsistence (1(a), above) and recommended addition of a
statement to the effect that Travel Orders should specify the point of
overseas duty in most instances. Such a statement has been added and
coordinated with the General Counsel, 00, 0SC, ORC and Commo by telephone.

(¢) Comments received from Personnel, Administrative Services, Auditor
and 00 were made for purposes of clarification and have been included in
the attached without further coordination.

3. Recqmmex}d approval.

25X1A

Management

Attchs. i NOX

Approved Fér Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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25X1A

1. TRAVEL (See Regulation No.JJJi
A, Travel and Related Items
Travel and transportation expenses, and expenses incident thereto, including
those incurred in the movement of dependents, household goods and personal
effects, may be paid to or on behalf of employees in accordance with the pro-
vislons of Public Law 600 - 79th Congress, Public Law 92 - 8lst Congress,
Public Law 830 - 8lst Congress, Agency and other appropriate legislation,
regulations issued thereunder, the Standerdized Govgrnmen’c Travel Regulations,
the Foreign Service Regulations, anci as specified in Agency Regulations.
B. Travel Accounts
Travel vouchers must be submitted to the Fiscal Division upon completion of
each trip or at the end of each calendar month in case of extended travel,
Voucners for travel authorized by Chiefs of overseas Missions shall be sub-
mitted to the appropriate Mission official for processing. Armed Services
personnel shall give the necessary data to the Military Personnel Division,
Personnel Office, for the preparation of vouchers and submission to +the
Fiscal Division. Copies or regulations pertaining to travel may be obtalned
from the Fiscal Division in addition to advice as to the preparation and sub-
mission of vouchers.
C. Per Diem and Mileage
(a) Per diem and mileage rates provided under existing laws and regulations
represent the maximum allowable. Officials authorized to issue travel
orders will reduce the stipulated rates whenever availeble information
indicates that the maximum rates will exceed the necessary official
traveling expenses.,
(b) For extended periods of temporary duty at the same post in the United
States, normally the following schedule of meximum rates shall apply:

First 60 days =~ $9.00

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 .}\Zﬁ,(/\' (f@(,,(..-yu

25X1A




e

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9

RESTRICTED

CENTRAL INTELLIGENCE AGENCY REGULATION | |

Second 60 days - $6.00
Third 60 days =~ 3.00

Absence of ten days or less shall not be considered ae interrupting the
3-) continulty of temporary duty at the same post.
[ Per diem paysble to an employee incident to temporary duty travel abroad
and to him and his immediate fa.milﬂincident to travel ebroad on permanent
' change of station, home leave, or travel to first post of duty, and re-
turn therefrom, shall be in accordance with applicable provisions of the

Foreign Service Regulations.

(_J_.) It is the policy of this Agency that where payment of travel expenses
of dependents of employees is authorized and such dependents travel
with the employee by the most economical usually traveled route, full
reimbursement will be made from official funds for accommodations
which will enable the employees and his dependents to be together
providéd accommodations furnished are the lowest first-class facil-
ities availsble on the means of transportation used.

(g_) In those casges where dependents accompany an employee on other than the

most economical usually treveled route, the difference in cost of
transportation must be bor'ne by the employee.

25X1A
I do {me%) concur in the revision of Regulation -, Travel.

D
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Office. Memorandum + vxitep states GoverNMENT
1951

TO ¢ Advisor for Management pate:NOV ¢

ILLEGIB

FROM : Office of the General Counsel

SUBJECT: Revision of CIA Regulation] |, rravea 25X1A

1. We would like to see Section (C)(c)(1l)(b) circum—%‘\f'
scribed to obviate some of the doubts that the Comptroller
General might have about the sufficiency of the phrase, "Spec—
ifying the intent of the Agency to assign an individual to an
overseas post.!" Travel Authorizations should specify the
point of overseas duty in all instances save where the em-
ployee is a technician usable at various posts depending upon >
the need at the time he is cleared, such as those going into
a communications pool.

2. Without some limitation the phrase is subject to
abuse and might be used as a possible device for bringing the
employee to Washington, expenses paid, and then losing "intent!
to ship him overseas.

3. Section (C)(c)(3) might be amended to include for
the purpose of clarity the following, "and his travel expenses
\ to his point of temporary duty" after will be required to re-

f~1° +  fund any amounts paid to him for per diem." This is covered 25X1A
“ " by Regulation |Jij vut the two could be tied together in the
regulation under consideration without undue duplication.
25X1A

OGG/MLE/1cD
Distribution: ’
Orig - Add -

1 - Chrono
1 - Subj

RESTRIGIES

SECURITY SNEDRISATIER

App.roved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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15 November 1951

The point of overseas duty must be specified when travel expenses are
to be paid from vouchered funds. When utilizing unvouchered funds, the general

area to which the individual will be assigned may be indicated.

The above statement cleared by telephone, 1t November 1951 , with the
following:

050 -

oo -

OPC - 25X1A

Commo

GC - Mr. Houston

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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Oﬂice Mem“omndz; e UNITED STATES GOVERNMENT

TO
FROM

SUBJECT:

Advisor for Management PATE: 1 5 NGV 1951

Assistent Director for Communications

Revision of CIA Regu.la.‘bion-, Travel 25X1A

ith Iﬁ;tz.gﬁzgr iznz,l;? proposed revision of CIA Regulation - 25X1A
This revision should clarify, and by means of the procedures

outlined, eliminate the controversy and confusion relating to
per diem problems.

25X1A

N 16 1998

&u‘\ ‘3_“ ‘0‘5“

 RESTRIGTED
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25X1A
SERNIBAL INESLIIGUNCH AGIC Y REJULATION -
Vil (Bee Rezulabion No.
Lo CIRAVEL (Fee Regulo e - 25X1A

A freval and delated Itome

Iravel sod vrunsportation expenses and exper&es doeident thersio, fneluding
thoge lneurrmad n the moverent of dv.'apa.:rxs;im‘;“l;s nwugehold goods wnd porsonal
efdfcecs  wmay Lo pald o or on behald of wcupleyees in gecordanes with the LT
visions of Publia f,mﬁ -,2'31._12 » Yt Congress, Public Law B - Jlet dongresg. ‘
Pubiie Law <30 - Llst Congrese  Agensy aod l)f.i_h.".” appropriets lagisistion.

T nLalions ;r«s_;,\; thereunder  the Standavdized Covermueoi Trevel Be (LR ORI 1o

P Uervies Regulations, end as speciiied Ln fgones Bupulallons.

B.ooravel) Kacowrns

frecvel vouehors musl e submltied to cho Meeal Division upon complotien of

etush Wpoor at the end of sach calendar onih L cuee of exverded Lravel

Ve o "iravel authorized by Chosels of oversuas 1Hssions shell be sub-

sihted b e appropr wbs Misusion official foy processing,  Jimed Scrviees
213 give the oeoessary dook to the Militory lorporusl

Zersomicd QU0iac . for wha peparation ol vouchoms sl slbmlsgion Lo the

Figeal Divislon. Coples or regulations portaining o travel may be chislbed

from the Flgeal Mlvision in eddition to sdvice as to !zf:. preparation and sube

alsaion of vouchers,

C. FPar Diem and Mileage

(2) Per diem and mileage rates provided under existing lows and regulations
represent the maximum ellowable, Officlals authorized to igoue travel
orders will weduce the stipuleted rates whezievcr avallable information
imdicates that the meximum rates will excesd the necessary official
traveling expenses.

(v} For extended pericds of temporary duiy at the same post in the United
States, normally the following schedule of meximum rates shall apply:

Pivet GG days - $9.00

’ Appt;oved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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Second 60 deys - $6.00
Third 60 days - 3.00

fvsence of ten days or less shall not v considered as luterrupiing the

(00 continuity of tewporary duty at the same post.

[ () Per dlew payeble to mu employee ineldent ito temporowvy duty travel abrosd
end to him and his imvediate fmnilﬂincidant to travel obrosd on peraansnt
change of station, home leave, or iravel to first poot of duty, and re
turn therefran, shell be in eccordance with eppliceble provisiocus of the
Povelgn Service Reguldltions.

(1) Tt is the policy of this Agency thet where payment of travel expenses
of dependents of ewployees is Qutlmrlzed and such dependents travel
with the employee by the most economicel usually traveled route, full
reimburgement will Le mede from officiel funde for ccommodations
which will enable the emp'loyees and his dependents to be together
provided accommodetions furnished are the lowest first-cless Ffacile
‘ities availeble on the means of transportation used.

: *’~§:_2~) In those ceses where dependents accompany an enployee on other than the
most econcmical usunelly traveled route, the difference in cost of

transportation must be borne by the employes.

25X1A I do (W) concur in the revision of ngulatic-, Travel, -

25X1A

: Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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C. Per Diem and Mileage

(a) Same
(b) Same
/[ (¢) An individual employed for overseus duty from a point outside the
metropolitan area of Waahington, D. C. may be authorized, in the order
directing his travel, /per diem in lieu of subsiatence while he is in
a temporary duty status in Washington, D. C., or any other point in
the U, S. except the place of eppointment, provided that:
(1) (a) The Agency has notified the individual imesedideg that
" his appointment 1s for overseas duty, and has secured from
the appointee, ip-wriiing, an agreement to accept @ over-
seas assignment. If this agreement does not designate a
specific overseas 15051: 1t must show that the appointee has
agreed without reservation to accept employment at any over-
seas post to which he may be assigned.
(b) A statement is placed in the Travel Authorization specifying
the intent of the Agency to assign the-individual to 2"
overseas post upon completion of temporary duty in the U. S.
(2) The individual will not be required to refund any per diem
iareviously paid to him in accordance with Agency regulations if
the original intent of the Agency should change while the individual
is in a temporary duty status in the U, S, a.ndlit is decided that
he will be assigned to a departmental position; or, he will resign
G under circumstances considered by the Assistant Director (Personnel)

. or 'his’deﬂignee to be in the best lnterests of the Agency. if

.
-

e:lthgr of "thése occurs the individual vill be notified imediately

‘1

and the éfﬁce concerned will amend the individual's travel order

-1~
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to stop per diem eccruals effective as of that date,

(;) An individual who resigns for personal reasons before accepting
=8 overseas assignment, or an individual who refuses for personal
reasons to accept s overseas assignment, after having initiaelly
agreed to do so, will be required to refund any amounts paid to
him for pexr diem while in a‘temporary duty gtatus on the essumption
that he would accept an overseas assigmment. ]

"D. Local Personnel

) Personnel L:—L'ncluding natives and foreign nationalg hired locally by Chiefs of
Missions normally will receive travel expense, allowances and other benefits
as dictated by locsl custom, and, whenever possible, practices followed by
other governmental activities. Employment documents or contracts for services

mugt set forth the details of the arrangement in each case,

,

I do e concur ith the sbove changes in CIA Regulation Number% 25X1A
25X1A

A

R ey o,
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1. 1eaven (see negulation No NG

A

Iravel and Belated Items
dravel and transportation expeuses, and expenses incident therato, ineludiug
those incurred .n the movemsnt of dependents household goods and perponal
etffects mey be pald to or on behell of employees in necordance with the pro-
vislons of Pablic Law GO0 ~ [Hth Congreas, Public law & - Ulst Congress,
vublic lew U30 - Clob Congress sgeney and other appropriate legislation,
rezulolions issuaed thersunder the Standaydized Coveroment Travel Regulations.
the Forelgs Serviee Reguleilons, and as specified in hgeney Hesuletions.
Uravel fccounts
fravel vouchers must be submitied to the Piscal Division upon complation of
each trip or o the ond ol sach celendsr month in case of extended Lravel.
Vouchers Doy trovel subhorized by Chieis of overscas 11ss5ions shall be sub-
mitted to Lhe appropriate Miscion off.cizl for provessing.  Awped Services
personnel shall give ihe necessary dete tw the Militery Porvsonpel Division
Personnel Gifice f{or the graperation of vouchers and submission to tho
¥lseal Division. Coples or regulations pertaining to travel may be obialved
from the Fiscel Division in addition to advice as to the preparation and sub~
mission of vouchers,
Per Diem and Mileage
(2) Per diem and mlleage rates provided under existing lé.wa and regulations
represént the maximum allowgble. Officisls authorized Lo issue travel »
orders will reduce the stipulated rates whenever availsble information
indicates thai the maximum rates will exceed the necessary official
traveling expenses.
() Tor extended periods of temporary duty at the sewe post in the United
States, normally the following schedule of meximum rates shall apply:
First 60 deys - $9.00

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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Seeord 0 duys e
Phied L0 days -

Mvuenee of ten duye or less chall wobt be coumidered as Intercapting the
(A» comtinaity of temgorary duby st thy swme post,

[ Wy ey QL payable to an employer lueldent to Loaporavy duty travel shroad
aald o bim cw hio fnmadiate o LJ; cldont o travel chrowd on permanent
abinze of stetion, home lamve, or trvaveld o Cizsd post of duby, sod few
v thensfrow, shall be dn occordones with applicobls provisions off the

Fowrelgn Derviog
(_}:) M 1o tha o that wiarg went of travel ex ;a.nwem
“ofl depocdonte of employoss 1o avbhorioosd ang suel Cepoodomts Sravel
. o }
’ with She eaployoe by tho most penvERslenl uaualldy traveled wouts, all
meiwbursemert WILL ke mede Tvom uF felak funde Yor o ooctmpiaticons
- which will engble the Lo be torsthey
orovided oo oo foindahod pre Uha lowest firsteclans Ffeolle
i fhico avallobls on Of Lronsportation wesd.

{2y In vhose copes where doperdonis sesompany on employea on other fhin the

PRy

moet ceoncrioal worally twveled route, the 4iffovence o eost of

rausportetion must bo bowe by the erployes,

: 25X1A
I do {ast) coneur ia the revision of l’w;mlmtion. Trwvel.

25X1A
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MEMOLANDUM [POR: ADVISOR FOR MANAGE:UNT

SUBJECT: Revision of CIA Regulation- Travel
25X1A
ATTACHMENT : Memo dtd. 27 October 1951 from Advisor for Mgnagement
re proposed revision of CIA Regulation - 25X1A
This office concurs in the changes proposed in the attached
propesed revision of CIA Regulation -
25X1A

125X1A

XILBOURNE JOHNSTON
Assistant Director For
Policy Coordination

PN S

-

- Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9



ILLEGIB Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9



Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9

I LR TR

25X1A

* i
A5

SRR WML

Wonteop ovr diom worusds oflestive seo ol nhel dua.

mefuges o pereousd

FLh Y

e bwving Luitiadiy

sendng wadal L

Towopeer dlem whidly boow d

Leviae e wand ¥ouos

-
AR ;!i[‘.‘:},‘fe'&’vjf

S PO Y SN SR VP « oo
gowiAE weregdve Lrmveld ad Deepsans

.
.

N\ o d R . - 7]

Ve % P . g gy 1 oo, o o oy g L U LR PR UL S LS ARUUR. P

§A T SO gpoOrer whaogrea by UIA Hegnlaidon daaiver 25X1A

25X1A

i

App;roved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9




=%

+ Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9 P C/

RESTRICTED
N 25X1A
CENIRAL INTELLIGENCE AGENCY KEGULATION -_*___'___
1. TRAVEL (see Regulation No. [ — 25X1A
A. Travel and Related Items

Travel and transportation expeuses and expenses incildent thereto Ineiuding those
incurred in the movement of dependents household goods and persons.. effectis nay
be paid to or on behalfl of employees in accordance with the provisions of Publie
Lew 600 - '{uth Congress Public Law .2 - cfu.st Congress Public Law 330 - Jdlst
Congress Agency and other appropriate legislation regulatiens issued thereunder,
the Standardized Govermment Travel Regulations the Forelgn sdervice Regulations,
and as specified in sgency Regulations.
Travel Accounts
Travel vouchers must be submitted to the Fiscal Division upon completion of each
trip or at the end of each calendar month in case of extended travel. Vouchers
for travel authorized by Chiefs of overseas Missious shall be submitted to 't;he_
appropriate Misgion official for processing. Armed S&rvices personnel shall give
the necessavy data to the Militery Persommel Division Persomnel Office for the
preparation of vouchers and submission to the Fiscal Division. Coples or regu-
lations pertaining to travel mey be obtained from the Fiscal Division in additiou
to advice as to the preparation and submission of vouchers.
Per Diem and Mileage
(a) Per diem and milesge rates provided under existing laws and regulations represent
fhe maximum e8llowable. Officials authorized to issue travel orders will reduce
the stipulated rates whenever availsble information indicates that the wsxinum
rates will exceed the necessary offleial traveling expenses.
(b) For extended periods of temporary duty &t the same post in the Unit.ecl States
normally the following schedule of maximum rates shall applys.
First 60 days - $5.00

Second 60 days -~ 6.00
Third 60 days - 3.00

-l
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Absence of ten days or less shall not be congidered as interrupting the

continuity of temporary duty at the same post.

Per diem payable to an cmployee incide;rl; to temporary duty travel abroad and

to him and his lmmediate i‘muilﬂ incident to travel abroad on permanent cheange

of station home leave or travel bto first post of duty and return therefrom
shall be in accordance with applicable provisions of the Foreign Service

Regulations.

(}") It is the policy of this Ageney that vhere payment of travel expenses
of dependenis of empioyees is authorized and such dependents travel witii
the employee by the most economicel usually traveled route full
reimbursenent will be made from official funds for accommodations which
will ensble the employees and his #¥ dependents to be together provided
accommodations furnished are the lowest flxst-class' facilities available
on the means of transperiefion used. .

(_2_) In those cases where dependents accompany an employee on other than the
most economical usually traveled route the difference in cost of trans-

portation must be borne by the employee.

Ido _%*)’ coneur in the revision of Regulat onfjjjjEravel- . 25X1A

25X1A

AN e

///7
—/’ .
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REGTRICTED 25X1A

CEAPIRAL THTELLINNUOM AGBECY REAULATION --

Except paragraph C (2) and (3), See changes I have indicated,

Lo stop per dlom sceyvals affeetive us of Lhet dsby,

g Lok perronsl rensons belore aemeyting

Ao bedlvidunl who rewl;

o~
Homs
e’

€ oversens astlmmant, oF an lodividusl who refuses Tor peveoral

PRGOS Lo B UewL R OVergeny G, e, albar heving Aud Viaddy
' seedd to do ve, widd e rogaized to relund soy amounts gald oo

e

daos while In o Sempovary Guly sishue on oL GomumpLion

Wig ey per
i Tyde > 5 iy e . 4 : e d
Lhasd w would aoeept an oversesn sustoimant,
fmead Parsonnal,
Parupanol /; oedadbay oebtlves and Uoeelon neb MMJ/ hiwed Zoeadldy by Jhiedw of
Mignlong norslly Wikl oo ”‘:-e Upavol ungdons, allowsoeas med othay bave “i,t.aa;
e o 0

Tiotadad by loosl custom, wnd, ehonower poseible, prestices Pollowes by

smevermmenial soniviolen,  Seplocment doowkonos or dontracts Sor servioun

dataiis of e aeas L LB RRCH CRoR .

wamd gew forth the

20 Hwsd sonowme with o the shove ohaoges Lo 008 Regulation dudbsw - 25X1A

25X1A
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25X1A
‘ ORHTRAL THUCLLIGENCE AGRICY REGULATION _
! 1o maveEs (sse tegulation Vo. [ 25X1A

A, PLravel esud Helated Itemo

Travel and transportation expenses. snd experses inecident thereto, ineluding

those incurrad in the movement of dwpendents household goods and personsd

viglons of Publie Law oUD - [ith Congress, Public Law 2 - dlst COnIrass

(

i

|

i effeets may be paid to or on behall of smployees Lo aecordmass with the proe
| ‘

i

i

|

vublie Law 030 - Llet Congrass Ageney and other approprlate legislation.
razulations lssued thersunder the Standardized Govermment Travel Repuletions.

"

the Forelgn Service Reguletlions. end as spseified in Ageuvey Begsulabions.

Leo]

. fravel Acoounts
Travel wouchers mush Le subpltted to the Piseal Division upon ewnplotion of
gaueh frip or at the and of sach calender month In case of extended travel,
Vouchers for travel aubhorized by Chisls ol oversces iissions shall be sub-
mitied Lo the eppropriete Mission ofvicial for processing. Armed Serviceaes

el Divigion

parsomnel ghell give the necessary daie to the Miliiery Forsox
Personnel Oifice. for the preparation of vouchers and submission to the
§ Piscal Diviglon., Copies or regulations pertainiug to travel may be cbtained
from the Fiseal Division in addition to sdvice as to the preparvation avd sub-
mission of vouchers,
C. Per Diem and Mileage
(8) Per diem and mlleage rates provided under existing lawe and regulstions
repregent the maximum allowsble, Officials au‘éhorize& to ispue travel
orders will reduce the stipuleted rates whenever svallable information
indicates that the maximum rates will excesed the necessary official
traveling expenées.
. (v) For extended periods of temporary duty et the same post in the United
) States, normally the following schedule of maimum rates shall spply:
- ‘ First 60 days = $5.00

! Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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RESTRICTED
25X1A
CENTRAL INTELLIGENCE AGENCY REGULATION l
Sacond 6O days - $6.00
Third 60 days - 3.00

Abgence of ten days or less shall not be considered ﬁm interrupting the
3 continuity of temporary duty at the same poat,

[' %’é/) Per diem peyable to an employee incident to temporary duty travel shroad
and to him and his immediate family/incident to travel abroed on permensnt
change of station, home leave, or travel to first post of duty, end re-
twm therefrom, shall be in accordancé with appliceble provisions of the

Foreign Service Regulations.
(:.g) It is the policy of this Agency tlm.t where payment of travel expenses
of dependents of euplo_/cer; is au‘chorizoci and such dependents travel

with the employee by the moot econcouicel usually traveled route, full

reirbursesent will be iadd frox: officlal funds fou -ccommodations
which will enable the employees and his deperndents to be together
provided accomuodations i‘u:;-nishu;l aye the lowest firsi-cless facil-
ities availsble on the means of transportation used. .

’*"*f@@)m those cases where dependenis accompany an employee on other than the -

moat economical ususlly traveled route, the difference in cost of

transportation mat be borne by the employee,

AW/W e b

%%W/
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RESTRICIED

25X1A

C.o Per Diem and Mileage

(a)
{v)
[ (e)

Hame
Bams
An individus) employed Por overseas duty 'E'fom & point outside the
metropolltan area of Washington, I. ¢, wmay be authorized, in the oxder
dimeeting his ‘crmvel,/;ar dlem in lieu of subgistence while he ig in
a tempovory duty etatus in Washiugton, D, C,, or oeny other point in
the U, #, sxcept the place of appcinﬁwnt, provided thot:
(1) (a) 1he fgency hes notified the individual in writing that
his eppointment is for overseas duty, ard has secured from
the eppointee, in wriling, an egreement to accept i over-
seas esslgoment, IF %his sgreement deoes not designate a
specific overseas post it must show that the appointee has
agreed without reservation to eccept employment at any over-
seas pest to which he may be assigned.
(}_).) A statemeni is pleced in the Travel Authorization specifying
the intent of the Agency to assign the individual to an
overseas post upol; conpletion of temporery duty in the U, 3.
(2) The individual will not be required to refund any per diem
previcusly paid to him in sccordence with sgency regulations if
the original intent of the Agencey should chenge while the individuald
is in & temporary duty status in the U. S. and it is decided that
he will be assigned to a depertmental position; or, be will resign
wnder circumstances considered by the Assistant Director {Personnel)
or his desigree to be in the best interests of the Ageney. If
either of these occurs the individuel will be 'notii’ied irmediately
and the Office concerned will amend the individual's travel order

-1-
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‘ RESTRICTED
CENIRAL IWISLITGENCY AGENGY REGULATION ____Esxm

to stop per diem eecruals effective as of that date.

(3) An individual who resigns for personal remsons before gecepting

¥ overseas epelgoment, or en individusl who refuses for personal

reasons to uccept @ overseas acclzuvent, after heving initially

agreed to do sp, will be required to refund eny awounts paid to

|' him for per diem while in a temporvary dubty stetus on the assumption
thoi he would mccept an overscas m:sigmmn:l:.]
D. loecal Personnel
Persounel [i}xcluding notires and foreign r\ationalg hired locally by Chiefs of
Missions nomall&’ will raceive travel expense, allowsnces and other benefits
as dictated by local custom, and, whevever possible, praciices Followed by
oﬁaer governmental sctivities, Imployment documents or contracts for servicen

must set forth the details of the arrangemend in each case.

29 October 1951

\15‘;,\’ I do (xrk) concur with the above changee in CIA Regulation Number- 25X1A
3,
D\\Qwﬁ/ It is suggested that the following be added in subparagraph {c) following
" "in lieuw of subsistence®: . : .
N "at the rates as provided in paracea el

25X1A

Howard J, Prestef
Acting Députy Chief,
Admi;nistrative Services
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and offer the following comments:

. phs

aar @l ih

(1) It is presumed that the present paragraph C(c)(l) and (2)
will be retained as €(d)(1) and (2).

(2) Page 1 of draft, fifth line from bottom: should not the
wording after "position" be changed to read, ", or if he
should resign under circumstances" etc.?
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nst Pt

asgrad syl L

ton % o e
Pl _f,,(,‘,.,;’n:'rl !

arne I

2
Yn

25X1A

25X1A
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JEBIRLCEY 25X1A

BLLEARUCE A RBOULATTON -._

v Per

Diem and Miloago
() Dome
() Com

/"- (:*‘) Ae Individasl emplogad Por gverssas duty Trom @ polot cutolie the

matropoliten arsa of Waohligton, B, O. sy boe mathordsed, in s owier
diweeting bis wravel, fper dlew dn liow of subsistence while he ie in
& bomporary 4Auty sltalus in Washiugbon, TR » D7 ony other polnd

the B, 8. owaeps the plees of appoluloont, provided hats

(1) (o) ihe sgeuey hes ootified the Iudividued in wriving Hoed
his oppointmeny e Tor overssss dubty, wod hap seeured Prog
the x»zwmix:. waz, Ao owilulng, an arresmant L0 Sntsnt G- OVer-
zeas asslgment., I hlo agneemers. degs Lot d,easigg.\wim &

speeliie overgons pony LU most show dhat the eppolnlae has
agraed wiihout resowvabicen o aogepl sigployment QL aoy ovare
sens post o which ho sey oo gesi

{}g) A stetegest s plosed in the mwel Aulborizacion spenifylug

the inbeul of the Spovey we assign the individual to en
overases oot upon compleiion of tomporery duwsy In the U, &,
{ g} Phe individeal will net be reguired to rolund eny per dlom
previously peld to his io sceordancs with dgevey regulations &7
the original intent of the Ageney should ezmgyc while ‘Cmﬂ Loxdi wrmud
is in & tespovsry duby status in the U. 3. and it is Secided that
e will be sasigned mgw@@g}zy‘mnm position; or, be will resign

wnder efrcumstanedel -:F,ma:??qQ:mfpy ﬁhe Sesistent Director {(Peveormel)

or his desigree to g in, fr‘?';‘».‘ ‘ti-'gzsh interests of the Agancy., It
eithor of these occcurs the im‘u.viuml will be notified immsdigtely
and ‘“f‘ﬂ Office coneerned will saend ths individual’s travel order

"‘l“’
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BESTRICTED
25X1A

ERIUAL TOUBEETGINOR AGERSY KaNULATION ____

to stop per Blom acerends offectivwy ae of that dote.

{3) An iudividunl who[reslme fov personsl remsons befors eesopting

B

K. ovevenes agsignnant, or E‘:ﬁ*&fﬁéiﬂﬁt&ﬂ;wﬁ%ﬂi‘“f%rmﬂ [For_persesal

mmu;;\ o z2eveps o overgess sselapnent, adder having indbinldy
areed Lo do ao, will Le recuived to w.ai“ng ary omounts puid o
Iim foy pey dicm while In & tompovery Auty stasus ou the gssumptiou

thouw be would nogapl on overssan

y 7/
P, Local Pergonnal 4

rorsoimal fineluding votives an

Mool g Aialan],g? hived Jecully by Chiefs of

Haslong normelly will reselva &2’:;5;%3.4:;;%&3, alloveneus and other benalite
ag diztated by loosd custen, and,/ whesever povsible, practiszes Pellowed by
e

s

00 .
Liner o

vormmenenl aetivid Lpplorzment documenin or eontrasis for services

wih Pa nefed Changec

1 do ) co ur%it.h the above chaages in CIA Regulation humwr- 25X1A

25X1A
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‘ PRSI
: 25X1A

HAL IDTELLIGENCE AGNGY REGULAPION ' ‘_

Second O duys  ~  S6.00
Thiri OO days - 3.00

Absercs of ten days oy less shall not Le conmidered as interemptivg the
" comsinuity of temporary duty at the ome DoSt.
&7)  ar diew pryeble to an arployee ducident to temporery duty travel sbroad
aud o hilg scd bis fwmmedliave fe;mxil,ﬂizpmmm o bravel obroad on pevmaient
ehangs of stabtion, home lsave, o travel to firgt post of duty, and ree

turn, thereleon, shall be ln sccordencs with sopplicsble proviesions of Gl

Parelzn Service Reagm,aﬂ.tiam.
- (1) Tt io the poliey of this Agency thet vhore poyment of travel expenses
of depandente of employess 1s suthorized and such dependents Lravel
with the employee by the uost cconogical usuelly itreveled route, {wll
reivbursenert WAL be wadc from official funds for  coomcdetions
which will enable the employess and his dependents to be fogether
provided sccommodations furnished mre the lowest firstecloss fRcile
ities avellable on the means of tronsporistios used,
;ﬁ'g} In theee cases where dependouts accompuny tn employoe on other thay the
aost economical usually trovelsd route, the difivrence in cost of
iransportetion must ke borne by the esployes,

25X1A

I do ) cereur in the vevision of Beguietion - Travel.

25X1A
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Oﬁice Meﬂéomndum « UNITED STATES GOVERNMENT

TO :  Advisor for lanagement pATE: 16 July 1951
FROM : Office of the General Counsel

SUBJECT: Change in Agency Regulations

1. Forwarded herewith is & _recommended addition to CIA Regu-
lation No. B to be inserted following Paragraph c(c)(2).

/! .

2. There is no legal objection to this change, which was re-
comended by the Task Force and approved by the Senior Review Com-
mittee. .




e T e T
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GONFIBENTIAL

25X1A

CIA Regtﬂ.ation_s supplemented by the addition of the following
after paragraph C(c)(2):

(d) Individuals hired for overseas duty from a point outside
the metropolitan area of Washington, D.C. may be authorized,
in the ordg@directing their travel, a per diem in lieu of
subsistence while they are in a temporary duty status in
Washington, D.C., or any other point in the U.S. except the
place of appointment, Provided, there is“flocumentary evidence
of the intent of the Agency to assign the individual to an
overseas post, \and*evidence of the intent of the individual
to accepl such an assignment. \The Personnel Director shall ¥
be responsible for securing from the individual appropriate
documentary evidence of the inbent of the individual to ac-
cept an overseas assignment. The Request for Travel Author—
ization(initiated by staff or operating officials and con-
..curred in by the Personnel Director, or his designee,)must
Mcontain a statement evidencing the intent of the Agericy to
" assign the individual to an overseas poet,’after completion -
(» of necessary indoctrination, training, and temporary duty
in the U.S.

(e) If the intents of the individual and the Agency are docu-
mented as indicated above, the following categories of
individuals may be authorized a per diem, in accordance
with Agency regulations, whilein a temporary duty status
in the U.S., en route to an overseas post:

(1) Individuals employed outside the metropolitan
area of Washington, D.C. for assignment to a
specifically designated overseas post.

(2) Individuals employed outside of the metropditan
" area of Washington, D.C. and placed in a temporary
duty status in a "Pool", provided, the individual
has agreed without reservation to accept employment
at any overseas post to which he is assigned, and
provided further that the Agency intends to assign
the individual to some overscas post, although the
. specific post of assigmment has not been selected
~ at the time of appointment.

(f) The following categories of individuals may not be authorized
a per diems

. (1) Individuals residing in the metropolitan area of
| / Washington, D.C. at the time of appointment, notwith-

CONFIBENTIAL
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(e)

(n)

(3

ST
AR A
ot

standing the fact that the individual is appointed
for assipgmment Lo overseas duty.

(2) Individuals employed for departmental (inside U.S.)
positions, nothwithstanding the fact that the in-
dividual may be assigned overseas at some future
date.

(3) Individuals employed and placed in a "Pool®" if there

~ are any questions of intent, reservations, or qual-
ifying conditions on the part of either the individual
or the Agency, as to overseas assignuent.

If the original intent of the Agency is changed while the in-
dividual is in a temporary duty status in the U.S. and it is
decided that the individual vill Le assigned to a departmental
position, it is the responsilility of the supervising-staff ~om
-operation-offiedad to immediately advise the individual of W
that intent and initiate a request for amendment to the in-
dividual's travel order to stop per diem accruals effective

ag of that date. Under those circumstances, and in cases of
resignations considered by the Personnel Director or his
designee to be in the best interests of the Agency in the
conduct of its clandestine activities, the individual will

not be required to refund any per diem previously paid to

Iim In accordance with Agency regulations.

Individuals who resign for personal reasons before accepting
overseas assigmwents, or individvals vho refuse for personal
reasons to accept overseas assignments, after having initially
agreed to do so, will be required to refund any awounts paid
to them for per diem while in a temporary duty status on the
assumption that they would accept an overseas assignment.

Questions involving eligibility for per diem which are not
covered by the above or other Agency regulations will be re-
ferred to the Persomnel Director for administrative determin-
ation and/or to the General Counsel for leral decision.

GONFIDENTIAL
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RESTRICYED
Securlty Information

CLIIRAT, INIGTLYGENCE AGHNCY REGIT.ATTON T -

2L July 1952

2. ALLOWANCES

1.

bpeclal Authoritles
(1) ¥o change
(2) Mo change

(3) cost of storing the househpld poods and personal effects of an
employee who is absent under orders from his usual post of duty,
or who is assigned to a post to which, because of emergency condi-
tions,[ft is determined that he cannot take such household goods
and personal effects. Umergency conditions, including prohibitions
of shipments in the best interests of the Agency, shall be based
upon conditions at the post and not personal consideration. Vhen
it is determined by the appropriate Office head that an emergency
condition exists, the facts must be brought to the immediate
attention of the Comptroller's Office (Fiscal or Finance Division
as appropriate) for review prior tg,: thorizing such emergency
storage. In cuses where it appears,the determination of emergency
is inconsistent with Agency policy, the Comptroller shell refer
the matter to the Deputy Director (Administration) for resolutionl7
Household goods and personal effects stored may not exceed the
authorized weigat allowance,

TOR THE DIRECTOR OF CENTRAIL INTELLIGENCE:

25X1A

25X1A
. K, WHITE Effective: 21 July 1952

Acting Deputy Director Rescind Page 3

(Administration) 8 December 1951
-3~
RESTRICTED
Security Informetion

.3“\.51:».. o ’faﬁ?‘
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. RESTRICTED L,
25X1A Security Informetion S

T o
CENIRAL INTSLIIGENCE AGENCY REGULATION T
: -~
BT /5
2. ALLOWANCES 4
3
B. @pecial Authorities ‘Q
" g

4

(3) Ccost orf storing the household goods and personal elfects of an employee

7«4 “

vho is absent under orders from his usual post of duty, or who is

assigned to a post to which, because of emergency conctitj.ons,ﬁhiqh MﬂY 5’
include cases where it is determined that for the convenience pf/the -?
Agency, /ne shall not be perniu;t’ééd to take his household goods and ;;

personal effects, Z‘:ﬂmergeﬁby conditions shall be beyse”&" upon conditions
at the post and not,ziibn personal convenience,—dif; the employeg . when

it is determined, because of emergency conditions, that household goods

A

and personal effects may /n‘ot be shipped, the facts must be brought to
. om(évro C{c-w‘-'« o Fpres ] o on D,ws'_gyJ s ﬂPPﬂOfQH'?:
the immediate attention of thci\ (Flscal D:LVJ.SZLO}'.L/‘ FlnanceAGﬂ’-rm House~ ’
hold goods and personal effects stored may not exceed the authorized S
/ &p\

weight allowance,

I do (not) concur in the proposed revision of B (3) of CIA Regulation No. i 25X1A

25X1A

IC?-(L

/;ﬁ ~ 6C-%py
' 0 . };%X1A

RESTRICTED
Security Information

e A e L s b e int s s e A DM 4 S e - W. ‘ S

r Allowances.
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+es00, because of emergency conditions, fft is determined
that he cannot take such household goods and personal effectj.
Lﬁnergency conditions, including prohibitions of shipments in
the best interests of the Agency, shall be based upon conditions

at the post and not personal consideratioﬂ.
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Securil, Information

T July 1952

MEMORANDUM FOR: Chief, Organization and Methods Service

THROUGH : Chlef, General Services
SUBJECT ¢ Storage of Household Effects -

1. A review of an employee's claim for reimbursement for loss
resulting from sale of househol.. effects showed that present Agency
regulations regarding storage at Government expense are unsatisfactory.

2. Comments from Chief, Finance Division, and Office of the
General Counsel regarding the particular case under review gave
contradictory interpretations of the present regulations. If
such interpretations are possible, the regulations obviously are
unclear.,

3. It is requested, therefore, that your office in consultation
with the Office of the General Counsel » the appropriate divisions
of Administrative Service, and the Comptroller's Office (Finance
Division) prepare revisions of the regulations to provide clear-cut s
unambiguous policies and procedures for handling this problem.’

25X1A

L. K, WHITE
Acting Deputy Director
(Administration)

cc:  Comptroller .
General Counsel ’

RESTRICTED

. ’
€= -a-ity Informadion
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6 December 1951

MEMORANDUM TO: Deputy Director (Administration)

SUBJECT: Change in Regulation No. [JJj Ar1ovances 25X1A

1. The only change in the attached revision is the deletion
of paragraph C, Local Personnel. This paragraph is being included
in CIA Regulation No. M =nd was therefore not submitted for 25X1A
general concurrence.

2. Recommend approval.

’ ‘ . Apprdved For Release 2001/09/03 : CIA4RDP81-00728R000100130010-9
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/ O]ﬁbe Memorﬂﬂdm%ump CRHITED STATES GOVERNMENT

TO :
THRU :
FROM :

SUBJECT:

Advisor For Manage N DATE: 7 March 1952

Comptroller -

Chief, Fiscal DIvision - 25X1A

Revision of CIA Regulation No. - R

Time, Leave and Pay. g, ]
NwmmMWMmﬁ

1. Subsection E (3) of the subject Regulation should
be amended to delete. item (c) "Reduction in force". Ttem
(d) should be re-lettered (c). This amendment is pursuant
to Paragraph 30-206 of the Federal Personnel Manual, and
appeared in the 22 February 1952 edition of the Federal
Register.

25X1A

RESTRIGTED

SECURITY INFORMITION

A
L
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Oﬁice lV.[@ﬂinﬂd%m e UNITED STATES GOVERNMENT

TO : Advisor for Management DATE: 17 September 1951
FROM : Office of General Counsel

SUBJECT: Annual Leave Notice

l. Reference is made to the attached memoranda concerning
the annual leave provision of Fublic Law 137, 82d Congress (Sec.
601).

2. There is no legal objection to issuance of the proposed
lotice in its present form. However, informal conversations with
GAOC attorneys indicate there is a strong possibility that the
leave rider will be repealed in a short time. GAQO isg withholding
its issuances in the expectation of repeal.

3. Mr. Pforzheimer, CIA Legislative Counsel, concurs in the
view that issuance of this Notice should be postponed for one
week. Ye shall contact your office early in the week of 2l Sep—~
tember, at which time more definite information should be avail-
able.

25X1A

0GC/JIB 1w

Enclosure:
cc memo to Adv for
lanage. from Comp.,
dtd 13 Sep 51, w/pro-
posed notice on subject

Distribution:
Orig - Addressee
2 - 0GC

SEP 19 195¢
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Advisor for Manasomont 13 Sentabor 1951
Cormytirollox

Mbached TTotico fe: Aol Loave

1. It is resmested that the attached nobtice be reproduced and
distributed in order Yo inform all Agency aloyees of bho offects
of the statutory changos respecting the scerual ond accomulation
of anmal leave as provided Ly Section 601 of Public Law 137,
82nd Congress, approved 3L August 195L.

2. Vo have infomally discussed this release with a member
of the office of the General Counsel and believe that the attached
notice ls correch. However, in view of the technical lagel ques-
tlons which have arisen concerning the retroactive provisions of
this Act, and the third provigion of Section G0L, it is suggestod
that the final draft of the attached notice be gubmitted to the
Coneral Counsel for concurrance before release. :

Fe Re Saunders

ERS/rme .
—~
cet Generel Cowsel
Finance Division

Signer's copy

SEP 14 1951

4 Appro.ved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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CBHTNAL INTELLIGENCEH AGRHCY
taohington, D C,

WOTICE
0o roptomber 1961

SUBJECT s Annmael Toave

PESCISSING:  lotloo Vo, - drtod 16 dey 1061

1. Hgobion 601 of Public Lew 1i7, 8ind Consross, agproved on
31 supuet 1001, 19 quotod bolows

"o part of the funds of, or avellable ror oxponditure

Ly any corporatlion or 4;oney duneludsd In TS or any ouher

Ao, inciudin; tho povernszenty ol the bislrict of tolunbla,

sinll pe aveilablo T0 pay vor amwal loave ascumuintod by

any civilion oiiicer o amployoo durin  toao colondar yeoar

LOOL ond upuged at tho cloge 01 DUSLINEeHS O JuN0 oUy £U0s3

Proviitlany TGh DLTOT JUly Ls LOUDL B0 Cavalinnd OIricer or

aaployee shall be ontitlod to sam antual loave ab o rele

in excoas of twenby ‘eys pir year: Frovided furthor, That

the hood of any such eorporaticn or agency shall afford

en opportunity for offioers or employses Lo use the amual

leave accuwnulated under this scotion prior Lo Juns 30, 105233

Providod furthor, That this sectlon shall not apsly to

officors end aiwloyees vhwss post of duby is oubside tho

continental United Statess fnd provided furthor, Thab

this soction shall not apely with respect to the payment

of componsablon for asswimlatod wnuwael leoave in thoe casge

of officers or onployeoos vho leave tholir civilian posie

tions for the purpese of enborizny upon active military

or navel sorvice in the Armod Forces of the nlted States.”

(Underscoring supplied)

2e Pach auployac whnse post of duty is within the continental
United States at tho closw of business on 3 June 19562 must use all
amuol leave accwwmlated durdn; the calondar yoear 1951, prior to the
clooo of business on 30 June 1952, If such loave is not takeny 1%
must bo forfoiteds

8+ wach omployse alfected by the above will be yrovidod an op=
portunity by his suporvisor to trke the il amownt of leave accrued
during the calonder year 1851 prior to 1 duly 106E2. ILoave will be
scheduled in such a nmanmor as to poymit the continued, eificiont
conduot of business by sach oifice and stall section of the Agencye

4o Tho ebove undorscorod poxrtion of Seotion 601 doss not apply
to any employse whose post of duty is outside the conbinental Tnited
States ab tho close of business om 80 June 1962, Such employses will not
bo roguired to forfoll unveed louve. A quoestion exists with rospeot
to the amount of anmual lesve which muy be etrmed by an employbe whose
post of duby is outpide tho continental United States, Howevor, uatil
this question is resolved by the Comptrollor Gonoral of the United States
such cmploysos shall also bo limlted to the twenby days prr yoer maximume

Appréved. For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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Se An employoc who leaves his oivilian position bofore 1 July
1962, for the purpose of entering upon eotive duty in the Armod
Forcos is ontitled to receive a lumpwsum paymont for his ecoumulated
end current accruecd annual leave, ox t0 have such loave remain 4o his
oradit, whichover ho maey oloot,

64 Thoso rectrictlons do not affect leave acorued prior to
1 Jamwory 1960 vhich may conbinue to bo carriéd over, provided that
the paximum totel under oxisting luw is not oxcocdod,

7. Attention is algo invited to paragraph C¢(5), CIA Regulation
o, - which states Aganoy policy rolative to aumual leavo,

FOR THE DIRECTOR OF CENTRAL INVELLIGENCEs

Appro‘ved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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General Counseal. 18 July 1951 2BX1A

Securdity Officer, CIA
U+Se Income Tax Forms of CIA Imployees -

REFIRENCE: Memorandum from Office of General Counsel to Chief, I&SS, dated
April 1951

1. Inquiries were made within the Baltimore, Maryland, offilce
of the Collector of Internal Revenue Ly personnel of the I&SO, the
0ffice of the Ceneral Counsel and the Finance Division, concerning
the problem raised by the Reference.

2. As a rssult of the inquiries, it is the opinion of the
above personnel, and this office concurs, that Agency security and
operational needs will be satisfactorily met by having the Agency
contime to indicate source of income on Internal Revenue Forms
W-2A (statement of income and withholding tax) as U.S. Government.
However, it is recommended thal the address Washington 25, D. Ce,
25X1A be added to all forms to comply with Internsl Revenue regulations.

3. CIA Hegulation No.- glves instructlions to Agency
employees as to designation of employer on U.S. Individual Income
Tax Forms No. 1040 and 10LOA.

SHEFFIELD EDWARDS
Colonel, GSC

ccs Finance Division ./

25X1A

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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10 August 1951

MEMORANDUM FOR: Assistant Directorsg

SUBJECT ¢t Military Leave

1. CIA Regulation No. M outlines the procedures for 25X1A
granting military leave, The Assistant Deputy Director for Admine
istration (General) desires that all requests for military leave
have as a second endorsement a statement by the employee's supervisor
or Division Chief that:

(1) the Division or Office does not require a
substitute during the leave period

(2) the Division or Office will not object to
a subsequent request from the armed services
for recall to extended active duty of the
subject employee

L 2, All requests for military leave should be addressed to
,\\1 the appropriate Personnel 0ffice (Overt or Covert)e

GEORGE E. MELOON
Acting Personnel Director

o
1=
[ ad
1=
L]

O 1951

o
£

GONFID

LR

N AL
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CENTRAL INTELLIGENCE AGENCY
Weshington, D. C.

NOTICE
wo.

SUBJECT: lequests for Militery Leave

1. CIA Regulation No. _ outlines the procedure for
granting milltery leave with pay for a 15-day period per annum
and the Agency's policy with regard to active military duty beyond
the 15-day period is stated in CIA Regulation No. - 25X1A

2. Office heads are liereby requested to ensure that requests
for military leave contain statements to the effect that:

a. The Office does not require a substitute during
the 15-day leave period.

b. The Office will not cbject to a subsequent request
from the Armed Services for recall to extended active duty
of the subject employee.

3. All requests for military leave should be submitted
through the appropriate Office channel to the Persomnel Director.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

WALTER REID WOLF
Deputy Director
(Administration)

DISTRIBUTION: No. 3

CONFIDERTIAL

=i

s st omon———
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* "~ BILITARY LEAVE POLICY

25X1A

15-day Military Leave Policy (Regulation _

"(1) military leave for training purposes only, not to exceed 15 calendar
days in any one calendar year, will be granted with pay without charge to annual
leave to members of the Reserve Components of the United States....."

Extended Active Duty Military Leave Policy (itegulation - 25X1A

Windividual employees...will not be released...for the purpose of volunteering"
(A-(2)

"(Those)+..who can be adegately replaced by a properly trained competent in-
dividual will be released...upon reguest of proper authority." (A=(3)

"The only basis for...deferrment...will be that the particular services...are
or will be essential to the sucessful accomplishment of the CIA mission.! (a-(l)

"(Civilian ewployees with reserve status) way be requested for indefinite de-
ferrment...if essential...and difficult or impossible to replace." (C=-(L)(b)(1)

t(Civilian employees with reserve status) may be recommended for deferrinent..e.’
for a definite period sufficient to obtain and train a replacement if 2 re-
nlacement can be obtained." (C-(L)(b)(2))

1(Civilian emnloyees with reserve status) may not be recommended for deferruent

«+o1f services can be spared without necessity for replacement prior to
departure.! (C=(L)(b)(3))

SEP 25 1854
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Oﬁice Memomndum * UNITED STATES GOVEi{NMENT

TO ¢ Acting Deputy Director (Administration) DATE: 12 Jume 1951
FROM : Advisor for Management

SUBJECT: Work Week.

1. In accordance with your instructions, all of the Assistant
Directors and Office Chiefs have been contacted and asked to express
their views as to what they consider the most desirable work weok
for CIA. These conferences resulted in five plans being offered, as
indicated on the chart (Tab A).

2. a. Flan No. 1 indicates no change desired.

b. Plans Nos. 2 and 3 are exactly the same, except the Plan
No. 3 indicates the Agency will be open L': bours.

¢. Plan No, L is a straight Ll~hour work week, all employees
working Monday through noon Saturday.

d, Plan No. 5 is a 9-hour day, S-day week.
3. In summary, I would say that the consensus is as follows:

a. That the Agency should work more than LO hours a week,
and that the Agency should be officially open Monday through
noon Saturday, with each office head permitted to utilize the
number of people necessary to the accomplishment of his mission,
but consistent with the workoad on hand as he determines it each
week,

L. Also, Tab B, lists some of the complications each plan would
cause - omitting the good points. Tab C summarizes the opinions of the
Assistant Directors, except 0IC.,

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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SOME DISADVANTAGES TO PLANS OFFERED

(No advantages shown)

Plan No. 1

This plan is actually in existence by Regulation. A check by
this office indicates that it is not being followed. In either event,
however, it is an inefficient plan inasmuch as the operating steps ‘
are divided presumably evenly on alternate weekends, which means that ;
continuity of work is greatly retarded.

Plan No., 2

No known objections, except that it conflicts with the General's
stated policy that the Agency should be open for business for more
than LO hours a week,

Plan No. 3

This is substantially the same as Plan No. 2, except that it does
provide that each office will be open for business through noon Satur-
day., This means, of course, that CIA is officially open for business
through noon Saturday.

Plan No. k

Provides a straight Lli~hour week. Some employees will undoubtedly
leave the A gency to secure employment where the LO-hour week is in ef-
fect, While some employees like toearn overtime pay, they would have
no latitude as to when they earn overtime pay, even though such a system
is voluntary.

An employee must actually make a greater effort to get to work
each Saturday morning, such as rising earlier due to transportation
difficulties. The Washington tiansportation system does not operate
express buses on Saturdays. For example, a person living in northwest
Washington in the vicinity of Walter Reed Hospital can reach CIA in
approximately LO minutes during the week, but on Saturdays the same
person will travel approximately 60 minutes to reach CIA. The same
is in reverse for getting home.

Plan No. 5

While this plan provides a 2-day weekend each week, this system
would also meet with transportation difficulties, if the hours are
8:30 to 6:00. It would probably be less difficult if the hours were
8:00 to 5:30; very little difference if 7:30 to 5 :00. (OPC insisted
on hours of 8:30 to 6:00) These hours would be difficult, particularly

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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with married couples, both of whom work, and who must shop for food.
Many such couples also have children, for whom it might be difficult
to get care beyond 5:30. People riding in car pools of other agencies
would probably lose that benefit.

o : Appro.ved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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O]ﬁce Memamndzmz & UNITED STATES GOVERNMENT

TO : Deputy Director (Administration) DATE: 5 June 1951
FROM :Advisor for Management

SUBJECT: Work Week.

l. Existing Agency Regulations -state that Agency hours of work
will be from 0830 hours until 1700 hours, Monday through Saturday.
"Office heads will arrange Saturday schedules so that individual em-
ployees will normally be required to work only 88 hours per pay
period,"

2. Ir accordance with your instructions, I have contacted all
the Assistant Directors who made Substantidly the comments indicated
below. As you will note, these comments were referrved to the Assist~
ant Directors or their representatives for initials and any amend-
ments they wished to make. (In each case the Assistant Director was
then asked, where appropriate, to justify his comments if he were
askit/lg Js."or a shorter work week and at the same time for an increase
in T/0.

0S0: s#* as long as the bresent emergency exists, the work )‘W
week should be L4 hours and all employees should work together
during that time. Does not favor present procedure wherein the
work week requires half of the staff be present each Saturday
6"‘_‘? Rag 96k, As soon as the emergency is lessened, the Agency should
aANA te . revert to a LO-hour work week.
VNLESS JAC 4prc —
Yy HOUR W,:'SK‘F = e 00:>Wishes a LO-hour work week. [l is on 2 2l-hour basis. STATSPEC
00 AECORD S4rns Assistant Director feels that the Saturday work is probably in-
THAT SATUBPAYs creasing our difficulty in Securing certain types of personnel
HAVE BEza/, FOR  who are able to get jobs with other agencies which work only a
TWAE #1055 PAATG A |0-hour week. (This office has not asked for a substantial
WASTr&E oF nME  T/O increase.)
ARAD MppiEy
ONE: Assistant Director stated: soe¢ five days are enough,
but that for any number of hours all personnel should be on hand
! at one time. Other agencies are closed and it is their experi-
ence that they are unable to make even phone calls to most other
@ agencies, Felt that it was entirely possible that this Agency
might have to go on a six or even a seven-day work week, but
that our people should have as much rest as possible prior to
emergency situations. Stated further that all of the above is
with the knowledge that he works Saturdays or Sundays with as
many people as needed whenever the situstion demands, such as
flash e stimates, etc. s and presumed that this would be the case
in any work week. (T/0 increase not applicable, )

0CD: Wishes to continue on present basis. Does not want
. a straight five-and-a-half-day week, With hot weather coming,

g Appréved. For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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wishes to use his lattitude of letting off all personnel possible
on Saturday.

0SI: Mr. -acting for Dr. Chadwell: .&#¥ believes we 0 Zf;
should work all at one time. While other agencies are not work- !

ing Saturdays and with warm weather coming, believes lli~hour work

week should be maximum, not L8 hours., Believes the Agency should

be in a closed status except for coverage as of noon Saturday.

0ST can use full 1/0 on Ll hours a week.

0CI: Likes present system, particularly in view of the fact
that they are publishing certain documents on Saturday afterncons,
and feels they would require a system now in effect to continue
such publications.

ORR: Assistant Director likes present system. Feels that
the extra heours on Saturday are ideal to provide some peaceful
working hours for key employees to do thinking and to catch up
on items which backlogged during the normal work week. Does ndt
like a straight Ll~hour work week.

0IC: Not contacted,
25X1A
OPC: Mr. Hulick quoted F as saying they desire a
five-day week, 9 hours a day, 8:30 until 6:00; not a five~and-a- 25X1A

half-day work week, and not a split Saturday program now in effect.
Believes that their employees would prefer this system. Mr, .
Bl is worried that his key people are over-working and not get- C(J}v.
ting sufficient time off to assure maximum return for work ex— Y=
pended. This system would provide For a two-day weekend., Cited "l""-‘g Xy
that they are unable to get State or Defense to conduct business

on Saturdays., lﬁal@o ik

Appro;led For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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31 May 1951

MEMORANDUM FOR: ADVISOR FOR MANAGEMENT

SUBJECT ¢ The Llh~hour Workwsek.

This will confirm our conversation with the AD/SO on 29 May
1951 regarding the length of the workweek in CIA. The AD/S0 stated
that, as long as the present emergency exists, he believes that the
workweek should be 4 hours and that all employees should work
together during that time -- in other words, he does not favor the
present procedure wherein the workweek is kli hours but half of the
staff are absent on each Saturday. He further stated that, as soon
as the emergency is lessened and the workload commences to let up,
the Agency should revart to a LO-hour weck.

FOR THE ASSISTANT DIRECTOR FOR SPECIAL OPERATIONS:

25X1A

Special Assistant

CORFIDENTIA

P

.

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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O]ﬁce Memorandum « vxitep STATES GOVERNMENT

To ¢ Advisor for Management DATE: 20 September 1951
THRU : Comptroller “
FROM : Chief, Fiscal Division 25X1A

SUBJECT: Annual Leave

-
Approved For Release 2001/.09/%&

STANDARD FORM NO, 64

1. Effective 1 July 1951, the designated sections of CIA
Regulation No. - should be changed to read substentially as 25X1A
follows:

"C. Annual Leave
(1) Permanent employees are entitled to 20 work desys of annual
leave with pay for each calendar year of Goverrment service which
shall accrue at the rate of 6 hours per bi~-weekly pay period with
an additional 4 hours for the last full bi-weekly pay period in the
calendar year. (For the calendar year 1951, the additional accrusl
. Zor the lest bi-weekly pay period shall be 2 hours.) The minimum
credit of annuel leave is 1 hour and additional credits sre in mul-
tiples theredf. Permanent employees who enter on or separate from
duty on other than the first or last work day of the bl-weekly psay
period eccrue leave in accordance with the following schedule:

BASIC WORK DAYS HOURS CREDIT

Vi Fw -
WO H

(2) Part-time employees, for whom there has been esteblished
a regular tour of duty covering not less than 5 deys in any admin<
istrative work week, will accrue 1 hour annual lesve for every
13 hours in pay status and 1 hour of sick leave for every 17 hours
of duty.

(3) ‘Temporary employees earn 1 2/3 days annual leave for each
full continuous month of service; however, no annual leave accrues
for a fractional service month. The minimum charge for annusl leave
is 1 hour and additional leave will be charged in multiples of 1 hour."

2. Should further information be desired, kindly advise.

25X1A

RESTRICTED SEP 27 1851

| | Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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0]7‘26‘6 Memomndum * UNITED STATES GOVERNMENT

DATE: 13 September 195;1

TO :

FROM

SUBJECT:

Advisor for Management
Comptroller

Attached Notica Re: Annual Leave

l, It is requested that the attached Noticoe be reproduced and
distributed in order to inform all Agency employees of the effects
of the statutory changes respecting the mccrual and accumulation of
annual leave as provided by Section 601 of Public Law 137, 82nd
Congress, approved 31 August 1951,

2, We have informally discussed this rolease with a member of
the office of the Goneral Counsel and believe that the atimached
notice is correct, However, in view of the technical legal questions
which have arisen concerning the retroactive provisions of this Act,
and the third proviso of Section 601, it is suggested thaet the final
draft of the attached Notice be submitted to the General Counsel for
concurrance before release,

25X1A

« R. SAUNDERS

SEP 14 195t
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
NO, September 1951

SUBJECT : Annual Leave

RESCISSION: Notice No. [ dsted 15 May 1951 2BX1A

1. Section 601 of Public Law 137, 82nd Congress, approved on
31 August 1951, is quoted below:

"No part of the funds of, or available for expenditure

by any corporation or agency included in This or any other

Aot, including the govermment of the District of Columbia,

shall be avallable To pay for annual leave accumulated by

any oivillan oificer or employee during the calendar year

1961 and unused at the close of business on June o0, 1964:

Provided, That after July i, 1951 no civilien officer or

employee shall be entitled to earn annual leave at a rate

in excess of twenty days per year: Provided further, That

the head of any such corporation or agency shall afford

an opportunity for officers or employees to use the annual

leave accumulated under this section prior to Juns 30, 1952:

Provided further, That this section shall not apply to

officers and employees whose post of duty is outside the

continental United States: And provided further, That

this section shall not apply with respect to the payment

of compensation for accumulated annual leave in the case

of officers or employees who leave their civilian posi-

tions for the purpose of entering upon active military

or naval service in the Armed Forces of the United States,"

(Underscoring supplied)

2. Each employes whose post of duty is within the continental
United States at the close of business on 30 June 1952 must use all
annual leave accumulated during the calendar year 1951, prior to the
close of business on 30 June 1952, If such leave is not taken, it
must be forfeited.

3. Each employee affected by the above will be provided an op-
portunity by his supervisor to take the fall amount of leave accrued
during the calendar year 1951 prior to 1 July 1952. Leave will be
scheduled in such a manner as to permit the continued, efficient

(conductA c‘of business by each office and staff section of the Agency.
4, The above underscorsd portion of Section 601 doss not apply

to any employee whose post of duty is outside the continental United
States at the close of business on 30 June 1952, Such employees will not
be required to forfeit unused leave. A question exists with respect

to the amount of annual leave which may be earned by an employee whose
post of duty is outside the continental United States, However, until
this question is resolved by the Comptroller General of the United States
such employees shell also be limited to the twenty days per year maximume

-1 -
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5. An employee who leaves his civilian position before 1 July
1952, for the purpose of entering upon active duty in the Armed
Forces is entitled to receive a lump-sum payment for his asocumulated
and current aoccrued annual leave, or to have such leave remain to his
credit, whichever he may elect,

6e These restrictions do not affect leave accrued prior to
1 Jamuary 1950 which may continue to be carriéed over, provided that
the maximum total under existing law is not excooded,

25X1A ST ttention is also .invited +to paragraph C(5), CIA Regulation i ' \.&
No. ‘whioh states Agency policy relative to annual leave, A

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:
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O]ﬁce Memomndum e UNITED STATES GOVERNMEN

TO : Memorandum for A-DD/A (General) DATE: 11 September 1951
FROM Legislative Counsel
SUBJECT:

~.
1. Section 601 of the '"Independent Offices Ap}ﬁrdpriation Act, 1952"
Public Law 137 - 82nd Congress) reads as follows:
8

"Section 601. No part of the funds of, or available for
expenditure by any corporation or agency included in this or
any other Act, including the government of the District of
Columbia, shall be available to pay for annual leave accumu-~
lated by any civilian officer or employee during the calendar
year 1951, and unused at the close of business on June 30,
1952: Provided, That after July 1, 1951, no civilian officer
or employee shall be entitled to earn annual leave at a rate
in excess of twenty days per year: Provided further, That
the head of any such corporation or agency shall afford an
opportunity for officers or employees to use the annual leave
accumulated under this section prior to Jume 30, 1952:
Provided further, That this section shall not apply to officers
and employees whose post of duty is outside the continental
United States: And provided further, That this section shall
not apply with respect to the payment of compensation for
accumulated annual leave in the case of officers or employees
who leave their civilian positions for the purpose of entering
upon active military or naval service in the Armed Forces of
the United States."

2, It is noted that this section provides that annual leave accumulated
during the calendar year 1951 must be used by the close of business June
30, 1952 or it shall be forfeited.

3. It should also be noted that annual leave subsequent to 1 July
1951 shall not be earned in excess of 20 days per year. In view of the
fact that two months of the fiscal year elapsed prior to the passage of
this Act, the legality of the section may be challenged. However, for
purposes of CIA Regulations, annual leave based on 20 days should be
considered to be the law,

aFP 13 1951
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4. It should be noted that the above provisions shall not apply to
employees whose post of duty is outside the continental United States
at the close of business on 30 June 1952, (See CIA Notice - 25X1A

5. Any CIA Regulation issued in compliance with this section
should note that the law provides that the head of an agency shall
afford an opportunity for employees to use the annual leave accumulated
during calendar year 1951 prior to June 30, 1952,

6. Copies of this Act have been furnished the Comptroller who is
drawing up the basic regulation.

25X1A

Walter L. Pforzheimer

WLP/ble
Distr: Orig. & 2 cc to addressee
Stayback - 2
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Appro

FEDERAL REGISTER
7 September 1951

TITLE 5—ADMINISTRATIVE
PERSONNEL

Chapter 1-—Civil Service Commission

PaRT 30-~ANNUAL AND Sick LEave
REGULATIONS

MISCELLANEOUS AMENDMENTS

1. Paragraphs (a), ) and (d) of
§30.201 are amended to read as follows:

§30.201 Accrual of annual leave, Be-
ginning July 1, 1951, annual leave shall
accrue and be credited to employees as
follows:

(@) Full-time employees. (1) Perma-
nent full-time employees shall earn an-
nual leave of twenty days a calendar
year, which shall accrue at the rnte of
three-fourths of one day per bi-weekly
pay period, w' 1 an additional one-half
day for the last full bi-weekly pay period
in the calendar year: Provided, That for
the calendar year 1951 the additional
ncerual for the last bi-weekly pay period
shall be one-fouith day, The total credit
of twenty days may be given at the be-
ginning of the calendar year, or the
appropriate accrual may be credited eachy
pay period until the total of not more
than twenty days in the calendar year is
reached.

In computing annual leave acerunls
for less than o complete bi-weekly pay
period, the table given below will govern
in determining leave aceruals for basic
eight-hour work days in five-day work
weeks, . Fractlons of work days shall be
disregarded.

! Hours
Basic work days: eredit

1 1
2 1
3 2
4 2
5. 3

(2) Temporary full-time employees
shall earn and be credited with annual
leave of one and two-third days for
each full continuous month of service,

(b) Part-time employées. (1) Permae
nent part-time employces for whom
there has been established a regular tour

. of duty covering not lessthan five days

In any administrative work week shall
earn and be credited with one hour of
annual leave for each thirteen hours in
a pay status, any hours in excess of forty
in any administrative work week to be
disregarded,

(2) Temporary part-time employees
for whom there has been established a
regular tour of duty covering not less
than five days in any administrative
work week shall earn and be credited
with one hour of annual leave for each
thirteen hours in a pay status during
cach full continuous month of service,
Any hours in excess of forty in any ad-
ministrative work week shall be disre~
garded,

- L] * L Ll

(d) The minimum acerual and credit
for annual leave shall be one hour, and
additional accruals and credits shall be
in multiples thereof, except as a frac-
tional hour's accrual is required at the
end of the month of service for a full-
time temporary employee.

L] * " L] L]

2. Section 30.403 is amended to rea
as follows:

§30.403 Nonpay status. Effective
July 1, 1951, whenever a permanent full-
time employee’s absence in & nonpay
status within a calendar year totals.the
equivalent of the base-pay hours in one=
biweekly pay period, the credits for an-
nual leave shall be reduced three-fourths
of one day and for sick leave five-eighths
of one day for cach such period. The

‘total deductions in sick leave credits on

account of nonpay status in any one
calendar year shall not exceed fifteen
days: Provided, That any employee who
is in nonpay status for a full calendar
year shall receive no annual or sick leave
accrual for such calendar year.
(Sec. 7, 49 Stat. 1162; 5 U. 8. C. 30e, E. O.
9414, Jan, 18, 1944, 0 F. R. 623; 3 CFR, 1044
Supp.) . '
UNITED STATES CIVIL StRv-
ICE COMMISSION,
[SEAL] ROBERT RAMSPECK,
Chairman,

[F. R. Doc.. 51-10705; - Filed, Sept. 6, 1051;
P 8:51 8, mi] ' L
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O]j'ice MGWMVM’ZJZMZ e UNITED STATES GOVERNMENT

TO ¢ 0 & M Service DATE: 23 January 1952
FROM : QOffice of General Counsel

SUBJECT: Proposed Revision of CIA Regulation . (Time, Leave, and Pay) 25X1A

1. This office has no legal objection to the proposed re-
vision of the above regulation.

2. However, we have certain misgivings about putting into
our regulations such detailed and primarily procedural information -
which in a large part is a paraphrase of the Civil Service Commis-—
sion's Federal lmployees' Manual. We would prefer to see the pro-
cedural information incorporated by reference and thus obviate the
necessity of revising the section with an ever-increasing frequency,
whenever a minor change is made in the Federal Personnel Manual.

25X1A

LoEh T <

. 0GC/MLE/McD

Inclosure:

“‘.‘;\M\\ one copy of - 25X1A

,\\s Distribution:
Orig & 1 - Add 1
2 - 06C

A SECURITY INFORMATION
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~NTRAL INTELLIGENCE AGENCY REGULATION NUB!BEH‘ D5X1A

Y. Unpald Compensation of Deceamsed Employees

(1) Direct settlement of unpeid compensation will ve mude by the Agency with the
surviving spouse, or with the benefleiary (or beneficlaries) designated by
the employee on Standard Form No. 1152 ; "Duslgnation of Beneficlary, Unpuid
Compensation of Deceased Civilian Employee". Forms No. 1152 should be filed
with the Fiscal Divislon, Finence Office, and will be effective so lony v the
Individual. is continuoufg;y emg}lg}{gd by the «iency.

(2) Where no spouse survives the employee, or where he hss failed to execute
Form Ho. 1152, direct settlement will be made by the General .ceounting
Office in the precedence estublished br Public Law 636, Jlst Congrees.

with <di fvra! Changss
I do (ngf] concur iu the proposed revision of CIA Rigulation No - Time, Leave and o5x1A

Pay.

25X1A

by

II/W/‘R

-16~
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CENI'RAL_INTELLIGENCE AGENCY REGULATION vammi- 25X1A

Y. Unpald Compensation of Deceased imployees

(1) Direct settlement of unpaid compensation will be made by the Agency m—nn the |
surviving spouse, or ;ﬂ’n the benefilciary (or beneficiaries) designated by
the employee on Standard Form No. 1152, "Designation of Beneficlary, Unpaid
Compensation of Deceased Civilian Employee". TForms No. 1152 should be Ffiled
with the Fiscal Division, Finance Office, and will be effective so long as the
individual 1s continuously employed by the Agency.

(2) Where no spouse survives the employee, or where he has failed to execute
TForm No. 1152, direct settlement will be made by the General accounting

Office in the precedence established Ly Public Law 636, 8lst Congress.

I do (mety concur in the proposed revision of CIA REgulation No. - Time, Leave and 25X1A

Pay. WU?, 017&»17@5 A/a?‘ed'

25X1A

Q—Q-M.MUW' WS lr1 «.wz‘j' 4’9

\a;a« c;’#mu,-:;.mﬁ”u"\ @Mﬂwﬁm

25X1A

-16-
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Security Information

CENTRAL INTELLIGENCE AGENCY REGULATION ' NUMBER - 25X1A

TIME, LEAVE AND PAY
Time and Attendance Reports (Standard Form No. 34-42)

L‘(é) Time and Attendance Reports submitted on behalf of experts or con-

sultants employed under Personal Service Contracts must reflect actual
hours worked. One of the following certifications will be signed by
the expert or consultant on the reverse of the Time and Attendence
Report:

(a) For those not drawing retirement pay from another Government
Service:

"I certify that for the days covered by this report,
during which I was employed, I have not received nor
will I claim compensation from any other Government
Agency."

(b) For those drawing retirement pay from the Armed Services or the
Foreign Service of the United States:

"I certify that for the days covered by this report during
which I perform service as an Intermittent Consultant on a
fee basis in the CIA, I have not received nor will I claim
compensation from any other Government Agency with the ex-
ception of retirement pay from the (insert appropriate
Service).i7

25X1A

(Administration)

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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9 February 1952

MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT: Time and Attendance Certification
by Fee Basis Consultants

25X1A

l. Under Regulation -consultants now certify on their vouchers
that they receive no compensation from other Government agencies for the
days on which they are paid consultant fees. This is appropriate in all
but those few cases where an intermittent consultant on a fee basis is
entitled to draw retirement pay from one of the Services as well as his
consultant's fee. In those cases the certification should read as
follows:

"I certify that for the days covered by this report,
during which I performed services as an intermittent
consultant on a fee basis with the Central Intelligence
Agency, I have not received nor will I claim compensation
from any other Government agency with the exception of
retirement pay from the United States Navy." (Army or
Air Force can be substituted for Navy as appropriate.)

2o This certification was suggested by the Chief of the Fiscal
Division and has been concurred in by the GAO representative. It would 25X1A
seem appropriate to amend Regulation -accordingly. 25X1A

LAWRENCE R. HOUSTON
General Counsel

0GC/IRH :mls
Distribution:/
Orig - DD/A 25X1A
cc - Exec Ass't to Director 25X1A

cc = ONE, Attn: MrF
cc -

cc - Persomnnel Director (Att: Mr. Meloon)

cc - Personnel Division (Att: Mr. - 25X1A

o3

i

i
&
H
4
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BTANDARD FORM NO.

TO ¢ Acting Chief, Organization & Methods Service DATE: 7 February 1952
FROM : Dpeputy Comptroller

SUBJECT:  Revised procedure for requesting overtime approval

1. In line with our recent discussion, we have distributed
the attached memorandum to all Administrative Officers to give
effect to the revised procedure for requesting overtime approval.

2, We would appreciate your taking such steps as are neces-
sary to provide for appropriate incorporation of the attached in
25X1A the Ml series of the Administrative Regulations. I believe that
the inclusion of the attached, subject to such format changes as
you believe necessary, will provide adequate instructions to
operating officials. We will be glad to be of any further assis-
tance that you may find necessary in this matter.

25X1A

RESTRICTED. FEL 1 1gn;
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CENTRAL INTELLIGENCE AGENCY

MEMORANDUM 30 January 1952

TO ¢ All Administrative Officers
FROM ¢ Comptroller

SUBJECT: Requaests for Approval of Overtime

1. Reference is made to Agency Regulations- Sections, A, Q, R and 25X1A

v(1)(c), and concerning overtime and holiday work. The purpose of this
circular is to issue revised instructions simplifying the present procedure for
requesting approval for work in excess of }|0 hours per week.

2. Advance approval for overtime must be secured from the Finance Office
for all continental U. S. employees. Requests for both vouchered and unvouchered
employees should hereafter be forwarded to the Budget Division, using separate
formg for each. Approval is also required if compensatory time is to be granted
in lieu of payment for overtime. Request for approval for holiday work must be
submitted on a separate form with complete justification for such requirements.

3.  In order to reduce to a minimum the workload required of requesting
offices, the following changes in the existing procedure have been effected:

a. A single request may now be submitted to cover up to four pay
periods in advance. In those instances where it is not possible to forecast
normal overtime requirements four pay periods in advance, an estimate may be
submitted for a lesscr number of pay periods. It is necessary that the request
clearly indicate requirements broken down by the pay period covered by the re-
quest.

b. Only the estimated number of employees and the estimated number
of hours required for overtime work need be shown. Information concerning grade
and title of employees is omitted except as a part of the justification as indi-
cated below,

¢. The listing on a copy of Form No. 32-3 of the names of persons
actually performing overtime and hours worked will no longer be required. Such
information will be secured by the Payroll Branch from the "Time and Attendance
Report."

L. The present Form 32-3, "Request for Approval of Overtime," will be
revised in accordance with the simplified procedure. The old form should con-
tinue to be used until the present supply is exhausted, but its use should be
modified to reflect only the information required under the new procedure.

5. It is recognized that the information under "Estimated Hours and
Number of Employees" is an estimate, but it is urged that each office review
overtime requirements carefully in order to develop as accurate a forecast as
possible. Consideration should be given to anticipated variations in workload,
personnel leave schedules, and other factors which may cause fluctuations from
pay period to pay period. If it appears necessary to increase an estimate
already approved by the Finance Office, a supplemental request should be sub-

mitted, ‘ . - N
RESTRICTED R
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6. Under the simplified procedure, it becomes even more important that
requests indicate, concisely but adequately, the reasons why overtime is neces-
. sary to meet the requirements of the respective offices. Justifications should
{ clearly state the purpose for which overtime is to be used, in general the type
of personnel involved, and the reason why the work cannot be completed during
normal working hours.

7. In addition to a copy to be retained by the Budget Division, a copy
of Form 32-3 should be prepared for each pay period listed on the Form. This
will permit returning to the requesting office sufficient approved copies in
order that a copy may be forwarded to the appropriate Payroll Branch of the
Finance or Fiscal Division with each set of time and attendance reports for the
applicable period. :

E. R. SAUNDERS

i
i
i
i
d
i
i
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Oﬁic‘e Memommdmzmr‘é "NITED STATES GOVERNMENT

TO
FROM :

SUBJECT:

e

_ Advisor for Management DATE: NV 6 1951

General Counsel
Revision of CIA Regulation No. - 25X1A

1. Subsection L of Section K, entitled "iilitary Leave!
of the proposed CIA Regulation -’ provides in part: M"jm-
ployees directed by a local drait board or a reserve unit of
the Armed Torces to report for physical examination will be
granted leave with pay for the required period, not to exceed
eight hours."

2. Section K-L as proposed, is evidently an adaptation
of the amendment of June 26, 1951, to the Federal Persomnel [
Manual. This provision statess "Agencies shall grant leave
of absence to employees for the purpose of entering, determin-
ing physical fitness to enter » or performing training duty in
th§ Armed Forces of the United States." (Z1~-375, Section 35.2
(b

Note that no mention is made of what type of leave shall
be granted. ‘his may be attributed to the fact that this lang-
uage was in turn adopted almost verbatim from Public Law 51,
Section 9(g)(3), which, referring to employees in general statess X
"Any employee ... shall be granted leave oi absence by his em-
ployer for the purpose of being inducted into, entering, deter-
mining his physical fitness to enter ... the Ammed Forces of
the United States."

3. Federal Personnel Manual (LI-7) provides that "mili-
tary leave of absence with pay is granted for the purpose of
training prospective member of the Armed Forces for active duty.n
Lilitary leave '"with loss of pay, time, or efficiency rating" is
granted for specific periods, duties and based upon specific
statutory authority which are enumerated in detail. Nowhere is
express authority to grant military leave to "employees direched
by local draft boards to report for physical examination.! lir.
Herman C. Davis in the office of the Civil Service Commission
which drafted the amendment referred to above, states that to
give military leave for the leave of absence mentioned in the
amendment would be "100% wrong! as military leave has a specific
meaning. We are obliged to concur in this opinion.

i et

L. If military leave cannot be granted for this purpose
the question arises as to whether or not another type of compen-
satory leave may be granted. Speaking to several officials

SECURITY INFURBATION

iy

Fan ol o f
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within the Agency it has been found that the policy in this re-
spect in the past has not been clear. Some oifices grant "ad-
ministrative leave," others annual leave, perhaps still others
leave without pay. DMNr. Davis suggested that those who have in
the past granted annual leave for this purpose would be on
i safer grounds as far as the Comptroller General is concerned, if
i they continued this practice rather than granting "administrative
j leave." MAdministrative leave" in the Federal Personnel Nanual
{ is likewise granted for specific purposes among which no mention
| is found of leave for physieal examinations for the purpose of
entering the Armed Forces.

5. We suggest that since the amendment to the Federal Per-
sonnel Manual which initiated the proposed revision in our regu-
lations, does not state what type of leave is to be granted or
whether it is to be with or without pay, that the question will
eventually be referred to the Comptroller Ceneral. Unless admin-
istrative policy determines that we would not object to being the
one who has to plead this case to the Complroller General, we
should, until such time as a determination is made, grant annual
leave or leave without pay for this purpose. We should definite-
ly not grant "military leave" for this purpose.

6. Section K(2) of the proposed draft provides "members
of the National Guard will be granted military leave with pay ]
without charge to annual leave on all days of service to which : '
they are ordered by competent authority." This terminology is
vague and could be construed as granting military leave with pay
to members of the National Guard during the entire time a Nation-
al Guard unit was called into active service. We are not wor-~
ried about this happening since the Comptroller General in 20
Comp. Gen. 150 stated, "all military leave of absence with 'fJEy
is limited to periods of annual training as distinguished from
active duty." We fail, however, to see the purpose in supple-
menting K(1) with K(2) which apparently covers the same situa-
tion with preferred terminology.

7. We suggest, therefore, that Section X(2) be omitted
and that Section K(1) be amended to read as follows:

Miilitary leave for training purposes only for—
fer-parade-or ghcampment-duty-with-the-Nationak
reuard-of--the~Bistr ¢t 8L Columbiay, not to exceed

NFORIATION
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fifteen calendar days in any one calendar year will
be granted with pay without charge to anmual leave to
members of reserve "components of the Armed Forces of
the United States. Saturdays and Sundays will be in-
cluded in the fifteen calendar days leave period only
when such leave includes the preceding Friday and the
following Monday."

LAWRENCE R, HOUSTON

QGC/LRH/YcD

Distribubtion:
Orig - add
2 - 0GC

i&?ﬁ%&t\ﬁéﬂ'&‘%‘e
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| 5 December 1951

l MEMORANDUM FOR: Deputy Director (Administration)
!
|

25X1A SUBJECT : Revision of CIA Regulation No. - Time, Leave and Pay.
25X1A 1. The revision of CIA Regulation No .-was requested by the Comptroller's
Office.

(2) Simplify the procedure for Time and Attendance reports submitted
on behalf of consultants.

(b) Provide for granting leave without charge to annual or sick
leave to employees directed by local draft boards to report for physical
examinations.

2. Revised drafts were submitted to the following Offices and with the ex-
ception of 00 and General Counsel all have concurred without comment.

Concurrences:
Comptroller 0S0
Admin. Services OPC
Commo 0s1
Personnel oCcI1

3. The General Counsel and the Office of Operations both commented on!the
present provision granting military leave for members of the National Guard. Upon
receipt of his memorandum of 6 November, the General Counsel's Office was again
contacted and it was ascertained that members of the National Guarc of the District
of Columbia will be granted military leave in addition to the standard 15 days
allowed for training purposes for parade or encampment duty. The attached draft
has therefore been revised accordingly.

4, General Counsel's comments regarding leave for personnel requested to
report to draft boards for medical examinations is being made the subject of
separate memorandum.

5. Recommend approval of the attached.

{;) V'%\%S\

weh

Advisor for Management

attchs.
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CENTRAL INTELLIGENCE AGENCY REGULATION -

(2) Two coples or extracts of the Armed Services orders will be given to the approp-
riate Time and Attendance Clerk to be submitted with the first Report showing
military leave. If leave extends beyond that_reporting pericd, additional mili-
tery leave should be reported on subsequent [Form No. 3h-hg7 and a reference
made to the first Report submitted.

(3) Time and Attendance Clerks will include under "Remarks" on/Form No. 34-427 in-
clusive hours of holiday, overtime or compensatory time worked by each employee.
A statement should also be made as to the period during which lunch was observed.

(%) wWhen night differential is claimed, [fbrm No. 3#-&27 must indicate the employee's
tour of duty.

(5) Correspondence pertaining to unauthorized absence must be furnished the Finance
Office in support of /Form No. 34-42/ on which AWOL is reported.

(6) Time and attendance Reports submitted on behalf of experts or consultants em-
ployed under Personal Service Contracts must reflect actual hours worked.
The following certification will be signed by the expert or consultant on the
reverse of the Time and Attendance Report:

"I certify that for the days covered by this report, during which I was em-
ployed, I have not received nor will I claim compensation from any other
Government Agency, unless otherwise noted."

Designations

(1) oOffice heads will submit to the Finence Office on Form No. 34-35 separate lists of
persons authorized to:

(2) Receive and distribute salary checks.
(b) Certify the correctness of, and submit Time and Attendance Reports.
(c) Request approval of compensatory time or overtime to be worked.

(2) Items under (a) and (b), above, will be forwarded to the Fiscal Division, Finence
Office; items under (c), above, will be forwarded to the Budget Division, Finance

Office.
(3) The above lists must be kept current at sll times.
Native and Foreign National Employees

This Regulation should be used for administering leave and payments to native and
foreign national employees at overseas installations insofar as it is not inconsistent
with local laws and practices. Any deviations required by loecal law or practice must
be reported to the Finance Office and approval obtained before action is taken. Such
report must furnish recommendaticns and a copy of the applicable law or regulation.
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER -__25X1A

(3) Form No. .37-3 will be initiated by Offices when LWOP for 60 or more calendar
days is recommended for approval. Standard Form No. 50, Notification of
Personnel Action, will be issued when such leave or an extension or renewal
thereof is approved.

(4) Employees who are granted an extended period of LWOP (60 days or more) will,
prior to the beginning of such leave, execute Form No. 34-30.

K. Military Leave

(1) Military leave for training purposes only, not to exceed 15 calendar days
in any one calendar year, will be granted with pay without charge to annual
leave to members of reserve components of the Armed Services of the United
States. Saturdays and Sundays will be included in the 15 calendar days
leave period only when such leave includes the preceding Friday and the
following Monday. '

[ (2) Members of the National Guard of the District of Columbis will, in addition
to K(l), above, be granted military leave with pay when ordered by competent
authority to report for parade or encampment duty.

(3) Applications for military leave will be processed in the same manner as
applications for advanced annual leave.

L. Court Leave

(1) A permanent employee who attends court as a witness on behalf of the United
States or the Government of the District of Columbia, or for jury duty, in a
State, District of Columbia, or Federal Court, is entitled to his regular pay
while absent from duty, and no charge for leave is made. Evidence of attendance
at court and evidence of receipt or non-receipt of fees are required. Appli-
cations for court leave will be processed in the same manner as applications
for advanced annual leave.

(2) It is Agency poliecy to encourage jury service wherever possible without serious
interference with Agency operations. An official Agency request for an excuse
from jury duty will be made only on the basis of unusual pressure of work,
security of operations, or other adequate official reasons. Except for se-
curity of operations, normally a postponement rether than an excuse from duty
will be made. Requests for excuse from Jury duty or postponement will be for-
warded through the Office head concerned to the General Counsel for action.

v (3) Annual leave or LWOP will be granted when an employee is absent from duty
because of private litigation.

(+) An employee may be granted court leave if the value of his testimony rises
from his official capacity.
25X1A
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o PESTRIGTED
Oﬁice Memorandume + vNiTED sTaTES GOVERNMENT

TO ¢ Advisor for Management ) DATE: 11 October 1951
THRU : Comptroller L2
FROM : Chief, Fiscal Df:

SUBJECT: CIA Regulation No. - , 25X1A

1. Subsection U. (6) of the subject Regulation reads, in pert,
as follows:

"Time and Attendence Reports submitted on behalf
of experts or consultants employed under Personal
Service Contracts must reflect actual hours worked
and be certified by the Office head supervising
‘the expert or consultant. ¥ * %7

(Underscoring supplied)

2. It is recommended that the quoted Subsection be revised to
the extent of deleting the underscored portion. This recommendation
1s based upon the thought that a person designated by the Office head
to certify the correctness of, and submit Time and Attendance Reports,
under Subsection V. (1)(b) of the subject Regulation, should be
qualified to certify Reports submitted on behalf of experts or con-
sultants as well as other personnel of the particular Office. Also,
it would appear thet knowledge as to attendance, rether then position
or salary, is the principal requirement of the person certifying
Reports.

3. Adherence to the quoted Subsection has necessitated returning
Time end Attendance Reports to the submitting Office since they were
not certified by the Office head, even though signed by & person
designated by him to certify Reports submitted on behalf of regular
personnel of his Office. The revision recommended above would
relieve this situation.

25X1A
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STANDARD FURM NO, 04

Oﬁice Memowmdzzm e UNITED STATES GOVERNMENT

TO : Advisor for Management DATE: 14 August 1951
THRU : Comptroller
FROM : Chief, Iiscal Division

SUBJECT: Amendment to CIA Regulation No. -

Time, Leave and Pay 25X1A

1. It appears advisable that CIA Regulation No.!be anmended 25X1A
by adding a subsection authorizing the granting of ofiicial leave for
examinations to determine physical fitness to enter the Armed Forces.

The subsection should read substantially as follows:

Official Leave:

Leave of Absence for purpose of determining physical fitness to
enter the Armed Forces of the United States will be granted under / s
the following conditions: 'Th»;

(1) Employees directed by either a local draft board or a reserve "f’-;,ﬂ,{,‘
unit of the sirmed Forces to report for a physical examination may be
excused without charge of annual or sick leave for the required period, poc
not to exceed 8 hours. Time in excess of 8 hours will be charged to
annual leave or leave without pay as applicable.

(2) Time and Attendance reports will show the official leave

under the caption "Other" and will e supported by a copy of the
order directing the examination.
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CENTRAL INTELLIGKNCE AGENCY RLGULATTONS wisee 204

} K. Military Leave
,! (1) Mlitary leave for training purponfm oY jiayexceed 15 calendar days
| in any one calendar gear, will be granted with pay without charge to

annual leave to members of reserve components of the Armed Services of

the United States, Saturdays and Sundays will be included in the 15

calendar days leave period only when such leave includes the preceding

Friday and the following ldonday.

(2) lowbers of the National Guard w:LlJ ba grantad m.l.l:.l.ary leave lm.‘oh pay withe s

ogt. cha?gc o anmml leave/ on all days 01“ oervice to w’h:r.‘cix l:he; are' o;g;:;'e;d -
' by comp]etent authority. / ( ‘, e /(” h'
(3) fppl;cat;ugé for’ mn.litaxy'leave will bé procee;lsvi;b;ﬁ Lﬁé /:;znlc m.an;xer

applications for advanced annual leave,

[ (4) Employees directed by a local drafb board or a reserve walt of the Armed
Services to report for physical examination will be granted leave vith pay
for the required period; not to exceed eight hours. Time in excess of
elght hours will be charged to annual leave or leave without pay as
applicablos/

B3 W S S S e %
U, Time and Attendance Reports {(Standard Form No, 1130)
(6) Time and Attendance Reports submitted on behalf of experts or consultants
employed under Personal Service Contracts must reflect actual hours worked,
[ _7 The following certification will be signed by the expert or con=
sultant on the reverse of the Time and Attendance Report:

"I certify that for the days covered by this report, during which I

vas ex€E loyed, I have not received nor will I c]aim compensation from
er’ Government Ageney, unless otherwise noted."

RESTRINT™
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£

National Guard
Except peragreph K (2)., As this now reads, if a member of a

Unitpshlguldgbe ordered to extended active duty, it would appear that he would
receive military leave with pay for the entire period. I am sure this is not
the intent, but the sentence should be clarified

25X1A
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Oﬁce Memorandums + oNITED STATES GOVEARMENT

TO : Advisor for Meanagement DATE: 1 November 1951
FROM Comptroller
SUBJECT: Revision of CIA Regulation

No. -Time Leave and Pay 25X1A

1. Reference is made to your memorandum of
22 October 1951, subject as above, requesting comments
on the proposed revision.

2. This office concurs in the draft as written
and no further comments eppear necessary.

25X1A

E. R. SAUNDERS

Attachment
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25X1A

e Military Loove

(1)
)
]

/

B

Militawy leave for Lraining purposqs only, reoi to oxeead 19 calenday days
in any one calendar year, will be granted with pay without charge te
anmel leave o mewbers of regerve components of the .yued Rervices of
the nlted States, Satuvdaye and Sundoys will be ineluded 3n the 15
caldndar days leave pariod ondly when sueh lesve fneludes the preceding
Uriday and the following Movdny.

Hewbers of the Hational Cuard will be granted militery lwave with pay vithe
out charpe to annual leave on all deys of service to which they are ordered

. by competent authority,

(3)

FANSEY

Ue  Time

(5)

spplicetions Yor wilitery lenve will be proceased in the sore mawcwyr as
aspplicatlons Tor edvanced annunl lesve,
Biployees directed by o lowal droft board or o recerve wit of the Lrmed
fervices to repors for ﬁw.ys:ical, cremivation will be gravted leoave with pay
.§.‘o'r the reguired peried, vol to exveed cight hours. flme in exeess of
eight hours will be charped to anmnusl leove or leave wlthout pey us
swp;mabm.m7
B R W ¥ E N R

oand Httendpoce Neports {Standard Form lo. 1130)
Time end Attendence Fepowte smbm_ii;&:ed on hehalf of sxperts a:e; consultants
auployed under Persomal Hervice Contrmets must reflest aetual hours worked.
[ _7 The following cortification will be sigred by the expert or con-
sultant on the reverse of the Time end ﬁttmzﬁmmé liaports

"L gertify thet for the deys covered by this report, during which I

wes employed, I have not yeceived nor will T olaim compensntion from
any othier lovernment Apency, unless othexwise noted,"
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Oﬁ’ice Memw’d%d%m - IUNITED STATES GOVERNMENT

TO :  Advisor for Management DATE: 30 Qctober 1951
FROM :  Assistant Director for Communications
SUBJECT:  Revis'on of CIA Regulation Noo JJJl Time, Leave and Pay 25X1A

l. Under a memorandum, dated 22 October 1951, the Advisor
for Management has submitted a proposed revision of CIA Regu~
lation Noa - for review and comment by this Office. 25X1A

2. The Office of Communications concurs in additions cover-
ing Time and Attendance under K, Military Leave, paragraph UL;
and in the recommendations for deletion of provisions calling
for certification by an office head as presently set forth under
paragraph U (6).

25X1A
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f ' RESPRICEED Draft - 22 October Luysl

CENTHAL TINTRLLIGENCE AGENCY KEGULAYLON WUIEER - 25X1A

K. HMilitery Leave
(1) Military leave for training purposes only, uobt to oxeeed 15 cnlendar days
in any one calendsx year, will be granted with pey without chorge to
sanual leave to members of reserve ;.'.omponem;s of the .rmed Services of
the United Stetes. Saturdeys and Sunfays will be included in the 15
calenday days leave period ordy when such leave includes the preceding
Fridey and the Pollowing Monday.
(2) Hewbers of the Wationsl Guard will be granted militery leave with pay with-
’ out charpe to annual leave on gll days qu service to which they are ordeved
by competent awthority.
(3) Applicatiorw Tor militory lesve will be processed in the CRm? menner as
applicatimns lor sdvanced annuel lesve,
. i . Cam[irmfl e
[ (&) Employees dirccted by & local draft board or & reserve(ariy of the irmed
Services to yeport for physical cxmminetion will be granted leave with pay
Tor the required perxiod, not to exceed eight hours. 'Hme in excess of
eight hours will be charged to aunual leave or leave without pey as
appligable. /
¥R OH R W E R W %
. Time and Attendsnce Reports (Standard Form Ho. 1130)
(6) Time and Attendance Reports submitted on bebalf of experts or consultants
employed under Personel Service Contracts must reflect actusl hours worked.
[_J The following certification will be signed by the expert or con-
spultant on the reverse of the Time and Attenaaaq%ﬁﬁwb:
"I certify that Por the days covered I ﬂ;g d{hrmg which I
ai

wasz employed, I have not received no: compensation £yon
any other Covermmeni Agency, unless othem;ggrﬁ?tegli "
L LS
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MEMORAMDUM FOR:  ADVISOL 'Of VAWAGE! LT
SUBJECT: Revision of CIA kegulatior lo, [l Tire, Leave, ana poy 25X1A
ATTACIDE! T3 Memo dtd 22 October 1951 from Advisor for Management
S aft 3 e o .
re draft revision of CIA Regulation 25X1A
This office concurs in the changes proposed in the attached draft
revision of CIA Regulation - 25X1A
25X1A

B'«h {ILBCURNE JOHNSTON
Asgigtant Director For
Policy Coordination
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RESTRICTED
25X1A
CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER -
15 Juwe (95¢(
3. TIME, LEAVE AND PAY
A. Vorking Hours
(1) The normal official working hours for all activities of the
Agency are from 0830 hours to 1700 hours Mondey through
Saturday. [foice heads shall schedule Saturdey duty for
only those employees necessary to meet the requirements of
their respective Offices./
Approved:
25X1A
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MEMORANDUM FOR: Deputy Director (Administration)

SUBJECT : Revision of CIA Regulation No. Postage Stamps 25X1A
and CIA Regulation No. , Postage Stamp Controls 25X1A
1. The attached revision of CIA Regulation No. [MBtogether with  25X1A
proposed CIA Regulation No. NN represents a new procedure for 25X1A

recording postage stamp activities, to become effective 1 April 1952.

This procedure was developed Jjointly between this Office and the Comp-
troller's Office and is designed to eliminate unnecessary reports and

minimize the work load required for maintaining adequate records.

2. Offices currently using postage stamps have been contacted and
are in agreement with the new procedure since it eliminates the necessity
of their submitting quarterly deteailed reports.

3. Formal approval has been obtained on behalf of the following:

Comptroller

Auditor-in-Chief

Assistant Deputy (Inspection & Security)
General Counsel (no legal objection)

4. There is also attached proposed CIA Notice No. [Jvhich calis 25x1A
attention to the new postage stamp procedures and requires retiring
Postage Stamp Custodians to transfer stamps on hand as of 31 March 1952 to
the Chief, Central Mail Room.

4|

5. Recommend approval.
25X1A

W. L. PEEL
Chief, General Services

Attchs,

P.S. Major simplification is effected by accounting for postege stamps by total
value rather than by each denomination and by eliminating cumbersome quarterly
reports. Relative to the latter, you will note the Auditor-in-Chief agrees
to the new procedure,
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBEl

Lo POSTAGE STANPS (See CIA Reg. No. [ 25X1A
A. Postage Stamp Custodians are designated as follows:

(1) CIA Headquarters
Chief, Central Mail Roem

(2) Field Stations 25X1A
Chiefs of Station or their designees,

B. Imprest Stamp Accounts
(1) The Comptroller is authorized to establish Imprest Stamp Accounts within
CIA Meadquarters when necessary for operational or security purposes,
Ce Procurement
(1) Headquarters
(a) The Chief, Central Mail Room, will procure postage stamps through
the facilities of the Procurement and Supply Office.,
(b) Custodians of Imprest Stamp Accounts will obtain postage stamps from
the Chief, Central Mail Room,
@ noe
(a) Chiefs of fj.eld Stations will procure postage stamps locally by
purchase through petty cash procedures,
D. Controls
(1) office heads, Chiefs of Field Stations and Stamp fustodians are responsible
" for maintaining adequate safeguards to ensure that postage stamps are
used for efficial business only.
(2) stamp Gastodians will be responsible for maintaining records as preseribed

in CIA Regulation No. - 25X1A

25X1A

. Postage Stamps,

I do (y() concur in the proposed revision of CIA Regulation No
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CENTRAL INTELLIGENCE AGENCY REGULATION NUMBER__
25X1A

- POSTAGE STAMP CONTROLS

A. Appropriate personnel in each Office in headquarters will prepare a Postage Slip,

1 April 1952

Form No. 35-11, for all outgoing mell which requires postage. Postage stamps will
be affixed by the Central Mail Room or by Custodians of Imprest Stamp Accounts,
whichever is appropriaste. Form: No, 35-11 will not be used in field offices unless
so authorized by the Chief of Station.
B. Requests for Imprest Stamp Accounts
(1) Requests for authorization of an Imprest Stamp Account will be prepared in
memorandum form and submitted by the Office head concerned to the Comptroller.
Requests should contain:
(a) A brief statement of Justification, including reasons why mail requiring
postage stamps cannot be processed through the Centrel Mail Room,
(v) Estimated value of stamps required for no less than 30 and. no more than
60 days.
(c) Name of employee to be designated Custodian of the Imprest Stamp Account,
C. Maintenance of Imprest Stamp Accounts.
(1) Custodians of Imprest Stamp Accounts will:
(a) Remove the Forms“g;-ll from the mail, affix postage stamps as required,
and enter the value cf postage stamps used on the Forms 35-11.
(b) File the Forms“%é-ll with the stamps on hand, Total of amounts shown
on the Forms'gé-ll plus the value of stamps on hand should, at all times,
equal the amount of the Imprest Stamp Account as authorized by the
Comptroller,
(e) Upon authorization of an Imprest Stamp Account, procure postege stamps
from the Chief, Central Mail Room in the amount authorized by the Comp-
troller. Additionel stamps will be procured by submitting processed

~1-
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Security Information

CENTRAL INTELLIGENCE AGENCY REGULATION wreer L
=
Form3435-ll to the Central Mail Room in exchange for stamps.,

D. Maintenance of Postage Stamp Dally Summary Sheet.

(1) The Chief, Central Mail Room and Postage Stamp Custodians in field statidhs
will record postage stamp acquisition and disposition on CIA Form No. 34-13,
April 1952, Postage Stamp Daily Summary Sheet as follows:

(a) Enter balance of stamps on hand in the "Balance Column" on the first
line of each page.

(b) Record value of stamp acquisitions in the "In Column". Qn the same line,
in the "Explanation Column", Stamp Custodians in field stations will

nter khe ; - W WW el
ﬁ21' 65‘2&‘1‘zz:£i§23‘1naii Rewwo il L ; nnrmban.

(¢) Record value of stamps used during the day for official business in the
"Out Column" as a single line entry.

(a) Reconcile, at least once & week, balance indicated on the Daily Summary
Sheet with the physical inventory of stamps on hand.

(2) Form No. 34-13, April 1952, Postage' Stamp Daily Summery Sheet, is subject to
audit by the Auditor-in-Chief or his duly appointed representative at his

discretion.

I do (}a()‘ conur in the proposed Regulation No. - Postage Stamp Controls. 25X1A

25X1A

"

r

: ' -2~

i RESTRICTED
Security Information

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9



r T ——
P A L A T D A TS T R

: - 000100130010-9
Approvpd For Release 2001/09/03 : CIA-RDP81-00728R ¢

| "
RESTRICTED Al /
Security Information

SENTRAL INTELLIGHNCE AGENCY REQULATION

1A
L. POSTAGE STAMPS (See CIA Reg. vo. G

25X1A
A. Postage Stamp Custodians are designated as follows:
(1) c1a Headquarters
Chief, Central Mail Room
25X1A
(2) Field Stations

Chiefs of Station or their designees,
B. Imprest Stamp Accounts

(1) The Comptroller is authorized to astablish Imprest Stamp Accounts within

CIA Headquarters when necessary for operatloqxal or security purposes,
C. Procurement '

(1) Headquarters
(&) The Chief, Central‘lv’ail Room, will procure postage stamps through

the facilities of the Procuremenb and 8 upply;OffJ.ce.
(b)

Custodians of Imprest Stamp Acc?unts will obtéin rostage stamps from
the Chief, Central Mail Room,

. ' \l\_
R |

(a) Chiefs of field statlons will procure postage stamps locally by

purchase through pefb'ty( cash procadur&e.
l i y‘
D. Controls ? | R
& |
Chiefs of Flel)d S'batwms and/utamp custodians are responsible

for maintaining adequate safeguards 1t0 ensure that polstage stamps are

)

(1) office heads,

| l

used for official busiheas onily.
i
(2) Stamp custodians will bq rebpons:.ble for,

\'\
:

maint}gining records%{as Prescribed
in CIA Regulation No.- } ! ;
I : :

25X1A

n (G concur in the proposed Postage Stamps,25X1A

ion of CIA Qegulation No,

RS - S
3

-9
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SESURITY INFORMATION

To

Auditor-in-Chief 29 February 1952

From : Auditor

Subject: CIA Regulations Numbers_ Postage Stamp 25X1A

Control

In accordance with your request, the following comments with respect
to the postage stamp procedure proposed in the attachment are submitted:

The procedure appears unnecessarily cumbersome and
burdenscme considering what is involved. While the
requirements of the various offices in this connection
are not definitely known, it is understood that in
most instances they are nominal. Accordingly, should
not stamps be issuwed upon requisition by office and
division chiefs in a mammer similar to office supplies
which invelve a far greater value and, often, equal
suscepbibility of diversion? It is suggested that
such requisitions be certified as to necessity for

use in the Government service, and that custodizl
arrangements be made the responsibility of the
requisitioning offiecisl who should limit distribution
within his office to a minimum of strategically
located individuals.

ILLEGIB 25X1A

MAR 3 1959

 RESTRICTED
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Security Information /
25X1A
CENTRAL INTELLIGENCE AGENCY REGULATION nuveER L
| 1A
y. posrace sTaMps (see cIA Reg. NoJNNNEGN pril 1952
25X1A

A. Postage Stamp Custodians are designated as follows:

(1) CIA Headquarters
Chief, Central Mail Room
25X1A

(2) Field stations (IS

Chiefs of Station or their designees.

B. Imprest Stamp Accounts

(1) The Comptroller is authorized to establish Imprest Stamp Accounts within’CIA
Headquarters when necessary for operational or security purposes.

C. Procurement

(1) Headquarters
(a) The Chief, Central Mail Room, will procure postage stamps through the

facilities of the Procurement and Supply Office.

(b) Custodiens of Imprest Stamp Accounts will obtain postage stamps from

the Chief, Central Mail Room.

(a) Chiefs of field stations will procure postage stamps locally by purchase

1
i
I
i
i
g
t
i
t

through petty cash procedures.

D. Controls

(1) Office heads, Chiefs of Field Stations and Stamp custodians are responsible

for meintaining adequate safeguards to ensure that postege stemps are used

! for official business only.

(2) stamp custodians will be responsible for meintaining records as prescribed

in c1a Regulation No|j N 25X1A

:.r I do (met) concur in the proposed revision of CIA Regulation No. . Postage Stamps. 29X1A

25X1A
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25X1A

CENTRAL INTELLIGENCE AGENCY REGULATION voveer NGz
[ 1 April 1952

30-k. POSTAGE STAMP CONTROLS L
A. Appropriete personnel in each Officce/l'!j"*;ruill prepare & Postage Slip, Form No. 35-11,
for all outgoing mail which regulres postage. Postage stamps will be affixed by
the Central Mail Room or by Custodigqs of Imprest St?mp Acco.ur,;tgj, ; Whichever is, g

fof

appropriate,
[ T R b

L PR L

B. Requests for Impres{': Stamp Aiccbunts

(1) Requests for authorization of an Imprest Stamp Account will be prepared in
memorandum form and submitted by ¥KH the Office head concerned to the Comp-
troller. Requests should contain:

(a) A brief statement of Jjustification, including reasons why mail re-
quiring postage stamps cannot be processed through the Central Mail
Room.
(b) Betsimeted value of stamps required for no less than 30 and no more
than 60 days.
{¢c) Neme of employee to be designated Custodian of the Imprest Stamp Account.
C. Meintenance of Imprest Stamp Accounts.
(1) Custodians of Imprest Stamp Accounts will:

(a) Remove the Forms 35-11 from the mail, affix postage stamps as required,
and enter the value of postage stemps used on the Forms 35-11.

(b) File the Forms 35-11 with the stamps on hend. Total of e.mc;»unts shown
on the Forms 35-11 plu; the value of stamps on hand should, at all times,
equal the amount of the Imprest Stamp Account as authorized by the
Comptroller.

(c) Upon authorization of an Imprest Stamp Account, procure postage stamps
from the Chief, Central Mail Room in the amount suthorized by the
Comptroller. Additional stamps will be procured by submitting pro-

cessed Forms 35-11 to the Central Mail Room in exchange for stamps.
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|
| CENTRAL INTELLIGENCE AGENCY REGULATION moeer [

1 April 1952
D. Maintenance of Postage Stamp Dally Summary Sheet
(1) The Chief, Central Mail Room and Postage Stemp Custodians in fleld stations
will record postage stamp acquisition and disposition on CIA Form No. 34-13,
April 1952,Postage Stamp Daily Summaery Sheet as follows:
(2) Enter balance of stamps on hand in the "Balance Column" on the first
line of each page.
| (b) Record value of stamp acqulsitions in the "In Column". On the same
line, in the "Explanation Column", Stamp Custodians in field stations
$ wlll enter the petty cash voucher number and the Chief, Central Mail
1 Room will ¥¥XH enter the requisition number.
(¢) Record value of stemps used during the day for official business in
the "Out Column" as a single line entry.
f (&) Reconcile, at least once a week, balance indicated on the Daily
Summary Sheet with the physical inventory of stamps on hand,
(2) Form No. 3#-13; April 1952, Postage Stemp Daily Summery Sheet, is subject to
audit by the Auditor-in-Chief or his duly appointed representative at his

L]

discretion.

25X1A I do (we¥) concur in the proposed Regulation No-, Postage Stamp Controls.

25X1A
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Socurily Information

14 December 1951

MIEMORANDUM FOR: Deputy Director (Administration)

SUBJIECT: Postage Stamp Disposition and Summary Report

1. The attached report of the Comptroller has been studied
and this Office concurs in the recommendations contained therein.
Coordination and approval has been given by the following offices:

a., Administrative Services

Office of Policy Coordination

. Off'ice of Special Operations

Personnel Office - Military Personnel Division

Office of Inspection and Security

. Office of Operations - STATSPEC
Office of Operations - Contact Division

Training Office

. National Security Counsel

SR B0 0 c

The proposed procedure willeffect economies of operation by the
elimination of time consuming quarterly reports.

2. Attachment A is a proposed revision of CIA Regulation

I - ¢ Attechment B a proposed notice to accomplish transfer
of stamps currently on hand. 25X1A

25X1A

Deputy Advisor for Management

3 ey | ,r::\:‘.;‘
%3::".1. 1 .ﬁi“‘czi i5i
docurity 1tatmation
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0]756‘6 Memorandigii W6 iTED STATES GOVERNMENT

TO H
FROM

SUBJECT:

Advisor for Management DATE:

¢ Security Officer, CIA

Proposed Notice: Departmental Stamp Custodian

l. We are returning the above notice and procedure without
action, at the request of Mr. the originator, because the
following pertinent information cannot be furnished at this time: 25X1A

a. Why postage is necessary instead of franked
mail in cases where disclosure of CIA as the addressec
is immaterial;

b. Postage is presumably required in those cases
where Agency identification is not to be disclosed or
it is desired to limit knowledge of the addressee. In
such cases, it would appear inadvisable to route letters
to a central mail room for postage.

2. Perhaps the solution to your problem is the establishment
of a stamp fund in the various offices to be renewed at periodic
intervals., But without more enlightment, we are unable to give any
opinion one way or the other.

25X1A

SHEFFIELD EDWARDS
Colonel, GSC

Encl:

Approved For Release 2001/09/03 : CIA-RDP81-00728R000100130010-9
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CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

NOTICE
No.

SUBJECT: Departmental Stamp Custodian

1. Effective 1 January 1952, departmental mail requiring postage
will be processed or accounted for through the Central Mail Room.

2. The Chief, Central Mail Room is hereby designated as Departmental
Stamp Custodian vice Stamp Custodians for the variocus offices of the Agency.

3. The retiring Stamp Custodians will transfer the stamps on hand

as of 31 December 1951, to the Chief, Central Mail Room on or about 1 January

1952.

I dq_{Ggebzconcur in the above notice.

25X1A
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RESTRICTED
Security Information 25X1A

CENTRAL INTELLIGENCE AGLNCY REGULATION NIHVBER.

L. Postage Stamps
A. Procurement
(1) Departmental
Departmental vouchered meil will be processed through the Central Mail

Room. ! The Mail Room will procure postage stamps through the facilities
of the Procurement Offide.)
/

(2) Fiela

Chiefs of Field Offices will procure postage stamps locally by purchase
through petty cash procedures.

B. Controls

Stamp Custodians and/or Chiefs of Field Offices will be responsible for main-
teining adequate safeguards so that postage stemps will be used for official
business only.

C. Reports and Records

Stewp Custodians will be responsible for maintaining records and reporvs as
prescribed by the Comptroller.

25X1A

I do @ty concur in the proposed revision of CIA Regulation No.-

25X1A
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. ‘ ‘Security Information 25X1A
3 " CENTRAL INTELLIGENCE AGENCY REGULATION ‘ NUMBER.__ '
, 4. ' Postage Stamps '
A. Procyrement
g =
, ) (1) Departmental
o 2
l -7 Departmental vouchered mail will be processed or accounted for through
the Central Mail Room. The Mail Room will procure postage stemps through
{ the facilities of the Procurement Office.
[ (2) Field -
j ‘
l Chiefs of Field Offices will procure postege stamps locally by purchase
] through pétty cash procedures.
1
’ ' B. Controls
| i
: Stamp Custodlans and/or Chiefs of Field Offices will be responsible for mein-
| taining adequate safeguards so that postage stamps will be used for officiel.
] business only.
C.  Reports and Records
Stamp Custodians will be responsible for maintaining records and reports as
prescribed by the Comptroller.
‘ I do (Not) concur in the proposed revision of CIA Regulation No.- 25X1A
25X1A
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SUBJECT: Departmentul Stemp Custodiau

L. Effective L January 1992, departmental mall requisin, pusidge
will be processed ox sccounbted for through the Centrad Mall Hoon,
2., The Chief, Central Mail doom is herevy designsted as Dopaitmentul
Stamp Custodian vice .‘:»\‘.ump Custodiuang for the vericus offlices of Lhe dgency.
3, e reviring Stenp Custodisas will tretwfer the atamps on hand
- ag of 31 Decembar 1vGL. to the Chiwef, Central Hail soow oo oo a&bout 1 Jasuary

1u92.
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GUBJEST:  Daparimental Stamp Custodiay

L.  atfectlve 1 meu&w 1952, departmental mall vegulzdin poste,e
will e processed or secounted for whiough the Central Mell doom.

2. The Chiel, Central Mall Huos 1a hezvaby Gesignated an Departuental
wtamp Custodian wiee Stamp Custodiess fox the verlous offiless of the ageney.
| Se ‘ﬁm retiring Stamp Custodions will transfor the stowps on hotad

as of 3L Decewhar 199k . o sbe Chlel, Central Mail fcom on wr sbout L Jaauary

1952.
|
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OPC _concurs subject to the following conditions: That the OPC Mail room
receive fram the Central Mail Room Stamp Custodian:.a quantity of stamps

as needed, from time to time, to carry on the daily OPC mail a ctivities.
Accounting for these stamps will be worked out with the Gentral Mail Roome
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k., zww Bhampns
S Procurement
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red madil Will be processed through the Central Mail

Deportmantal vouek
throuzh e fecllities

Toom. The Mell Roow will grosure postage sbuwips
of the Procuvemsnt (ffice.

(2} Puods
Chiefs of Fleld UfPices will procury postiage sionps leenlly by purchase
throwgh petiy cesh procedures.
B. Coutrols :

Codefs of Pleid Orfices will be respunsivle for maiu-

Stemp Custodisns und/or
ris Go bbat postuge stempa will be used fox uifieial

taduing wdequate polegus
business only.

G, ﬁep‘drw and Hecords
Stamp Custodisne will e responsible Tor mainiainiag records end repurts as
preseribed by the Compleroiler.
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SECRET ‘ ‘ 25X1A

CENTRAL INTELLIGENCE AGENCY REGULATION - NUMBER

27 April

7o CLAIMS FOR LOSS OF PIRSONAL PROPERTY

l ‘ A, Claims Board,.

(1)

Persons serving CIA outside the continental limits of the United States may
submit claims for personal property damaged, lost, destroyed, captured or

abandoned due to emergencies or other special circumstances directly related
to service with CIA, but not due to normal travel occurrences or local cone
ditions. OClaims will be considered by the CIA Property Survey Board. (See
paragraph E.(2), Regulation [N 25X1A

| ﬁ B. Authority,

(1)

(3)

(1)

(1)

(2)

The Claims Board shall consider all personal property claims and shall de-
termine whether a claim is covert or overt,

Approved claims involving a security factor will be paid from confidential
funds, (See paragraph 10,3 CFR)

Approved claims not involving a security factor must be submitted to Con~
gress through the Office of the General Counsel on an individual basis,

C. Persons Who May Submit Claims.

Only those persons in the following categories of personnel may submit
claims under this regulation:

(a) Staff employees.

(b) staff agents,

(¢) Career agents.

(d) Agents, insofar as their contracts permit,
(e) Detailed or assigned personnel,

(f) Consultants, ;

D. Reasonableness of Claim,

Claims are payable under the provisions of this regulation only to the ex=
tent that possession of the property, both as to type and quantity, shall
be considered by the Claims Board as reasonable, useful, necessary or
proper under the attendant circunstances.
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CENTRAL INTELLIGENCE AGENCY REGULATION NUIVEBER!

27 April 1951

(a) In making this determination, the Claims Board may take into consider—
ation an individual's recreational desires, the nature of his duties
with the Agency, and any other factors which may be of assistance,

(b) In determining whether possession of property was reasonable, useful,
necessary or proper, the Claims Board shall not conclude, simply be-
cause a claimant was permanently assigned to an overseas station, that
he may be reimbursed for loss of all his property., The Claims Board
shall follow the general principle that an employse may possess any
type or amount of property he may desire; but, in order to be reim-
bursed for loss, possession of the property must be reasonable, useful,
npcessary or propers

Procedure,

(1) Claims will be submitted through normal channels to the appropriate Office
Head who will forward all necessary information and his recommendation to
the Claims Board.

Contents of Claim, )
(1) Each claim submitted to the Claims Board shall include:
(2) Name and CIA wnit of claimant,

(b) The date, place, facts and circumstances surrounding the damage to or
loss, destruction, capture or abandonment of the personal property.

(¢) A statement that the damage, loss, destruction, capture or abandonment
was not caused in whole or in part by any negligence or wrongful act
on the part of the claimant, or his agent or employee,

(d) A statement that none of the property has been recovered by the claim-
ant, and that if any of the property for which claim is made is later
recovered, claimant agrees to give immediate written notice to the
Claims Board, and also to refund any payment made by CIA for such prop-
erty, ’

(e) A statement that the damage, loss,destruction, capture or abandonment
was or was not covered by insurance, If covered by insurance, and
the insurance company has refused to reimburse the claimant, satisfac-
tory evidence of such refusal must accompany the claim,

(f) If a carrier is involved in the damage, loss, destruction, capture or
abandonment, the claim must include a statement that a claim has been
asserted against the carrier, with the result thereof, or sufficient
reason why such a demand was not made, All correspondence pertaining
thereto should be attached, ‘
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| Lo SECRET
_ ' ‘ LT 25X1A

| . CENTRAL INTELLIGENCE AGENCY REGULATION ‘ ‘ NUMBER,
, ‘ 27 April 1951

(g) An itemized list of property, including the following information for
each article:

(1) Quantity.
(2) Name or description of article,
(3) Month and year of purchase or other acquisition,

‘(E) Condition when lost or damageds (New, excellent, good, fair,
poor, ) :

(5) Purchase price or value at time of acquisition,

(6) Amount claimed (value when lost, or cost of repairs,)

(h) A statement indicating that claimant knows of the penalty for fraudu~
lent claims, which is a fine of not more than $10,000 or imprisonment
for not more than ten years, or both (18 USCA 1003).

(1) Signature of claimant.,

G. Additional Evidence,.

(1) The Claims Board may, in its discretion, require the production of any
type or quantity of evidence (including oral testimony) deemed necessary to
process any claim,

H., Action by Claims Board,

1 oo (1) Determine whether possession of the property was reasonable, useful, ne-
cessary or proper under the attendant circumstances,

(2) Make all other determinations required by this regulation,

(3) Adopt any depreciation schedule it may deem advisable, and with the assist-
“ance of the Comptroller apply said schedule 4o each claim,

(4) Forward each claim to the Deputy Director (Administration), with a recom-
mendation,

I, Action by Deputy Director (Administration).

(1) Forward all approved overt claims %o the Office of the General Counsel
with a recommendabtion for enactment of private legislation for the claime~
ant,

¢
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25X1A

CENTRAL INTELLIGENCE AGENCY REGULATION | NUMBER
27 April 1951

(2) (a) Approve or disapprove covert claims not in excess of 5,000 and fore
ward approved claims to the Comptroller for payment,

(b) Recommend action to the Director on claims in excess of §5,000.
Je Delegation of Authority.

(1) The authority to take action spec::.fied in paragraphs I.(1l) and (2) (2)
above is hereby delegated to the Assistant Deputy Directors, Administra-
tion (General and Special).

Ke Claims Not Payablc,
(1) Claims otherwise within the scope of this regula‘oion are not payable when
. ‘the damage, loss, destruction, capture or abandonment involves any of the
following classes of property or when losses occur under any of the follow=
ing circumstances:

(a) Money or currency in excess of an amount deemed appropriate for ime
mediate personal needs,

(b) Intangible property. Choses~in-action, or evidence thereof, such as
bank books, checks, promissory notes, stock certificates, bonds,
bills of lading, warehouse receipts, baggage, checks, insurance poli-
cles, money orders and travelers! checks,

(¢) Precious articles, Claims for precious jewels and other precious are
ticles of extraordinary value,

(d) Unserviceable property, Worn out or unserviceable property.

(e) Souvenirs, ete. Souvenirs, war trophies, ornamental jewelry, luxu-
ries, articles acquired to be sold or disposed of as g:.fts s and are
ticles of only sentimental value,

(£) Government property. Property owned or furnished by the Government,

(g) Business property., Property nomally used for business or profite

(h) Losses recoverable from insurer.

(i) Losses recoverable from carriers

(3) Negligence of claimant., Where the dé.mage, loss, destruction, capture
or abandonment was: caused in whole or in part by any negligence or

wrongful act on the part of the claimant, or of his agent or employees
~ acting within the scope of his employment.

e
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SECRET ' 25X1A

CENTRAL INTELLIGENCE AGENCY RECULATION ‘ ‘ NUMBER
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27 April

(k) Violation of directives. No allowance will be made for any item where
the evidence indicates that the acquisition, possession, or transpore
“bation thereof was in violation of Agency directives,

(1) Losses concurrent with or after death, Property damaged, lost, des—
troyed, capbured or abandoned concurrent with or subsequent to death,

Expensive Articles.

(1) AMlowance for expensive articles, or for items purchased at unreasonably
high prices, will be based upon fair and reasonable prices for substitute
articles appropriate for the claimant under the particular circumstances
of his employment,

Articles Acquired by Barter,

(1) Mllowance for articles acquired by barter will not exceed the cost of the
articles tendered in barter,

Replacement in Kind,

(1) The Claims Board may, in its discretion, arrange for the replacement in
kind of any or all articles damaged, lost, destroyed, captured or abandoned.
Such replacement shall be in lieu of a cash payment for the said article
or articles, ‘

Time for Filing Claim,

(1) No claim may be paid under the provisions of this regulation unless pre-
sented to the Claims Board in writing within one year after the occur-
rence of the incident out of which the c¢laim arises, (This requirement
mnay be waived by the Board upon demonstration of a sufficient reason for
delay,) ‘

25X1A

tive: 27 April v
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MEMORANDUM FOR: Advisor for Management

SUBJECT ¢ Claims Regulation

1. The attached regulation, concerning claims for
loss of personal property, has been drafted by this office
at the request of Mr. It is forwarded to
you for comment and consultation,

25X1A

25X1A

LAWRENCE R. HOUSTON
General Counsel




